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stencil cutting a pleasure! Up to 15,000 clean, sharp copies 


with one stencil, too! Write today. 
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Our October issue brings yet another fea- 
ture to THE SECRETARY'S expanded editorial 
policy as we pay tribute to the secretaries 
symbolized on the cover with a feature article 
about these women who work for farm ma- 
chinery and equipment manufacturers, agri- 
cultural suppliers and all the allied facets of 
America’s bread basket industry. The Depart- 
ment of Agriculture’s bumper crop prediction 
for 1952 attests not only to the diligence of 
the farmers, but the implement makers whose 
smooth functioning plants employ women of 
real professional secretarial ability like Miss 
Annis Draper of the Caterpillar Company, 
Peoria, Illinois. 
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EXECUTIVE OFFICER CHANGE 
Your National Board is pleased to 
announce the appointment of Miss 
Helen J. Boyle as Executive Secretary. 
Miss Boyle resigned as National 
Treasurer effective September 15, 1952 
and the Board has appointed: 
Miss Alice “Kitty” Cote’ 
714 W. 37th Street 
Kansas City 2, Missouri 





Miss Kitty Cote’ 


to fill the unexpired term of National Treasurer. Kitty is 
resigning as President of the Westport Chapter, Kansas 
City, to accept the Treasurer's position. 

We feel that Miss Boyle’s knowledge and experience will 
be invaluable to the Association and we welcome Miss Cote 
to NSA’s Official Family. 

Mary H. BARRETT, President 


WINSTON-SALEM CHAPTER BOSS NIGHT 

Luther N. Bagnal, local lumber wholesaler, was crowned 
“Boss of the Year” at the sixth annual “Bosses Night” 
dinner held recently by the local chapter of the National 
Secretaries Association at Hotel Robert E. Lee ( Winston- 
Salem, N. C.). 

Mr. Bagnal was presented with cup and crown by his 
secretary, Mrs. Alice B. Baynes. 

About 25 employers of association members attended the 
dinner. 

The program followed an Indian motif, with master of 
ceremonies Carlton Alexander, safety director of McLean 
Trucking Company, arrayed in the full headdress of a chief. 

Special guests were Mayor Marshall Kurfees with his 
secretary, Mrs. Kurfees, and Cooper D. Cass, office machine 
distributor, and his secretary, Mrs. Virginia Dority. 
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When I received my September issue I read it from the 
beautiful textile cover to the Rhino ad on the back. My 
boss and I went over THE SECRETARY this morning 
during dictation period. He was interested in the cover 
since we use the textured background for much of our own 
advertising material. We did wonder though why none of 
the material on the inside is “slanted” toward the textile 
industry. The pictures are wonderful. 

Mrs. Marie Lehnert-—Monumental Chapter 
Baltimore, Maryland 


Ed. note: We agree and believe you'll enjoy reading the 
article on page 4. 
Dear Editor: _ 

The September issue was so well received in this office 
that all of us are looking forward to next month's. As a 
bowler from way back, I especially like Marion Ladewig’s 
fine article. 

Nancy Hammer 
St. Louis, Missouri 


Dear Editor: 

I like the general layout. It looks and “feels” like a good 
secretarial magazine. “Letters from our Readers” personal- 
izes the magazine a little more. “Law for the Secretary” 
was both entertaining and educational. “October Meeting” 
is a nice story. Mr. Reuter’s “Take a Letter Please” was just 
the thing we needed. I enjoyed THE SECRETARY from 
the time I opened the cover and was I sorry to have fin- 
ished it. My sincerest congratulations. 

Mildred M. Griffin—Monumental Chapter 
Baltimore, Maryland 


Dear Editor: 

I wanted to tell you how very much I have enjoyed the 
September edition of THE SECRETARY. I read with par- 
ticular interest “Accounting, Simplified for the Busy Secre- 
tary,’ and found “Take A Letter Please” very informative. 
I shall look forward with pleasant anticipation to my Oc- 
tober issue. 

Shirley S. Bunting, Westport Chapter 
Kansas City, Missouri 


Dear Editor: 

The new magazine is wonderful, in fact better than I 

ever dreamed it would be. Congratulations and best wishes. 
Mrs. Lois H. Summers, former State Adviser 
Altoona, Pennsylvania 

Dear Editor: 

The September issue of THE SECRETARY is twice as 
big . . . twice as good . . . as it has been! Congratulations 
to you and to your staff. 1 could hardly put it down once 
I started reading it, the articles all being so interesting. 
This is a publication well worth waiting for each month 


now. 
Mrs. Kelly Purser—Malabouchia Chapzer 


Jackson, Mississippi 
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MERICA’S GIGANTIC FARM 
INDUSTRY OPERATES WITH 
SECRETARIAL EFFICIENCY 


|S tpn as a youngster in pigtails attending a one-room coun- 
try school in Southern Illinois, Annis Draper dreamed of 
being a career secretary. Today her dreams are being realized in full measure for she serves 
as secretary to two of Caterpillar Tractor Co.’s busiest executives—A. T. Brown, Executive 
Vice President, and Ralph Morgan, Executive Assistant. 

Testimony to her high professional standing was her election last June to the vice presi- 
dency of the Marquette Chapter of the National Secretaries Association in Peoria. 

“Just what ARE your duties, Annis?” inquired an interviewer for this article. 

With a twinkle the reply came, “Just whatever has to be done!” 

Perhaps an analysis of that reply reveals the work philosophy of the girl who started 
at Caterpillar in 1933 as a stenographer and who today keeps things functioning smoothly 
in two of the company’s most important offices. 

“Whatever has to be done,” in those offices means everything that is normally expected 
of a good secretary plus a myriad of details peculiar to Caterpillar’s operation. Annis at 
work clearly demonstrates the qualities that make her valuable. 

While being interviewed Annis bustled between phones, checked off a few items on 
Mr. Morgan’s calendar, told one caller that Mr. Morgan was out of town and then briskly stepped away from her 
desk into Executive Vice President Brown’s office for a few minutes of dictation. 

Most biographic writings devote a few paragraphs to the subject’s hobby. But in the case of Annis Draper 
her hobby is her job. Her friends and co-workers will tell you emphatically that Annis has little time for anything 
not connected with her work at Caterpillar. Her work in behalf of her NSA chapter gets her undivided attention 
during off hours, when necessary. 

Aside from that her social activities are limited to entertaining a few friends occasionally in the neat, small 
apartment which she shares in Peoria with her mother. She has a set of golf clubs but plays rarely. “My scores are 
fantastic,” she said. 

Annis has been a member of NSA since 1950. Currently, as vice president, she is engaged in the Marquette 
Chapter’s portion of the Peoria campaign to “get-out-the-vote,” at the fall election. The chapter is taking active part 
in the “Ballot Battalion” drive. 

One would suppose from her trim figure that Annis would be little interested in food. Actually she enjoys 
traveling with frequent references to Duncan Hines’ “Adventures in Good Eating..” On vacations she has toured 
extensively in the United States and invariably brightens her trips by seeking out the 
haunts of the gourmet in the cities she visits. As to food preparation she says only 
that “I've been known to whip up a batch of spaghetti, occasionally, but cooking is 
no hobby with me—just eating.” 

Annis describes her childhood as “uneventful” on an Illinois farm where she was 
born in Hamilton county near McLeansboro. Until her father died when she was 10 
she attended a country school but completed grammar school at Mt. Vernon, Ill. In 
high school she was a distinguished student graduating as valedictorian of her senior 
class at Opdyke High. While attending high school Annis had her first introduction 
into business. Her mother, faced with the necessity of educating Annis and a younger 
sister, had undertaken supervision of a 100-party rural telephone switchboard at Dahl- 
gren, Ill. There it was that Annis, between high school classes, served as bookkeeper, 
bill collector and part-time switchboard operator. She feels that her childhood on the 
farm and her high school business experience were distinct assets in later years. 

Promptly upon graduation from high school Annis enrolled in Brown’s Business 
College in Peoria for a secretarial course. That was in 1931. In one year she was a 
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qualified stenographer and the school obtained an appointment for her as a pub- 
lic steno at a Peoria hotel. A year later, even though jobs were scarce and qualified 
personnel plentiful, it was Caterpillar Tractor Co, which sought Annis. The com- 
pany needed a steno with experience. Her former teachers recommended her 
highly and she was employed in the company’s sales department. 

Twelve years later, when Annis was transferred from the company’s sales 
department to its administrative department, red-faced personnel clerks asked 
her to fill out an application blank for a job she had held for 12 years. It’s one 

of her favorite stories. 

Annis has been serving Caterpillar executives for seven years in secretarial jobs. She hasn’t a notion of any- 

thing she would rather do. “I'll never want to be anything but a secretary,” she explains. 

During the past seven years she has acquired a thorough knowldge of the company’s operation at top level. 

This coupled with her 12 years in the sales department gives her an ideal background for the multiplicity of duties 
which fall to a top management secretary. 

Executive Vice President Brown’s field of influence is company wide. He is both an officer and a member of 

the board of directors. Thus Annis must be capable of managing a variety of details as diverse as are Mr. Brown's 
responsibilities. 

During the company’s rapid growth of the last decade its influence in the community has proportionately 
increased. Members of top Caterpillar management are more and more concerned in community affairs. Feeling its 
community responsibility deeply, the company is represented in planning local civic projects by Ralph Morgan, exec- 
utive assistant. He shares Annis’s services with Mr. Brown. As Mr. Morgan’s secretary Annis has added a considerable 
amount of information on what's going on in the community to her knowledge of what’s going on in the com- 
pany. The combination of jobs makes her one of the company’s best-informed Girl Fridays, and of course especially 
valuable to the company’s management team. 

Annis Draper personifies the top-notch professional secretary every executive looks for 
and depends upon, especially the men in the ever-enlarging agricultural industry and allied 
product manufacturers, whose importance to the nation’s economy is without limit. 
























At her desk in the Caterpillar plant, Miss Draper puts the finishing touch to a letter dictated by Mr. Brown. 
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by Dr. Drone Place 


Dean of CPS Institute 


theory of Office Management 


Orrice management is an area in which every ambiti- 
ous secretary should be interested. Are you? What do you 
know about the theory of office management? 

In some instances, the duties of a top-level secretary 
fringe upon those performed by the office manager; for 
example, supervision of stenographic and duplicating units, 
hiring and training clerical or stenographic employees, 
ordering supplies and equipment, making suggestions about 
office layout, and preparing office manuals of all types. 
Every alert secretary today should know something about 
office management as it is being taught in schools of busi- 
ness administration throughout the country. Do you? Have 
you read an office management text? WHAT ARE YOU DO- 
ING ABOUT OFFICE MANAGEMENT IN YOUR EDUCATIONAL 
PROGRAM THIS WINTER? 

The following is a table of contents from an office man- 
agement text. It is reprinted here to show you how prac- 
tical this information is for the secretary. 

. The relation of the office to general business 

The modern conception of office management 

. The control of office work 

Office routines and their construction 

. Facilitating the performance of office work 

. Correspondence and transcribing 

. Office records and filing 

. The design and control of office forms 

9. Stationery and office supplies 

10. Office desks and desk systems 

11. Office machines 

12. Providing office space 

13. Working conditions and office arrangement 

14. The office worker and his job 

15. The employment of clerical workers 

16. Employee testing and the training of clerical em- 
ployees 

17. Office manuals 

18. Compensation plans for office employees 
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19. The measurement of office work 
20. Planning and scheduling office work 
21. Keeping down office expenses 
The following are the titles of a few basic texts in office 
management. If your chapter has not included this topic in 
your educational program for the winter, perhaps you can 
read one of these on your own. 
1. OFFICE MANAGEMENT AND PRACTICES 
Neuner and Haynes, South-Western Publishing Co., 
Cincinnati, Ohio. 
2. OFFICE ORGANIZATION AND MANAGEMENT 
Wylie and Brecht, Prentice-Hall, New York 
3. INTRODUCTION TO MODERN OFFICE MANAGEMENT 
Frederick, Business Bourse, New York 
4. OFFICE MANAGEMENT (A Handbook ) 
Edited by Maze, The Ronald Press Company, 
New York 
5. OFFICE MANAGEMENT AND CONTROL 
Terry, Richard D. Irwin, Inc., Chicago 


6. TEXTBOOK OF OFFICE MANAGEMENT 
Leffingwell and Robinson, McGraw-Hill Book 
Company, Inc., New York 


TWELVE THINGS TO REMEMBER: 
The value of time 
The success of perseverance 
The pleasure of working 
The dignity of simplicity 
The worth of character 
The power of kindness 
The influence of example 
The obligation of duty 
The wisdom of economy 
The virtue of patience 
The improvement of talent 
The joy of originating 
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Just two perplexed days on a 
new job when, beside a quiescent 
boss, up pops a cantankerous 
Oklahoman with an eye for en- 
tertainment. 








by WALTER MERLEMAC 








On the second morning of her employment at Sindman 
& Leach, Inc., Libby Johnson turned to applied lipstick for 
a boost in morale. Working with a powder-spotted mirror 
propped against her notebook, she assaulted the lower lip 
with a murderous swish. 

On the desk in front of her, in a neat pile, was seventy 
percent of her first day's endeavor—nine letters edited, 
re-edited and chopped beyond recognition by Mr. Leach. 
Clipped to the first letter was a terse memo “Miss Johnson: 
Please try to make the adjustment to your new environ- 
ment as quickly as possible. We have work to do.” 

She held the mirror above a pert little nose while she 
adjusted a few coal-black curls. Campbell’s book “Kitty 
Unfoiled” had something to say about turning the office 
into a beauty parlor, but she didn’t care. Leach, the louse, 
should stop mumbling his dictation and furthermore, he 
should face her with his criticisms. 

She was in the midst of these deliberations when the 
express elevator stopped and discharged an overgrown ex- 
trovert. Tis bounded into the office of Sindman & Leach 
like an exuberant Dalmatian. “Well, well, well,’ he boomed. 
“I'm just in time to hold the mirror.” 

Libby pressed her lips together and slipped the mirror 
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and comb into her pocketbook, “I'm sorry,” she said. “May 
I help you?” 

The ponderous gentleman held a huge western-style hat 
in one hand while he mopped his perspiring head with the 
other, using a handkerchief that looked more like a check- 
ered tablecloth. 

“You can help make this city more friendly for a he- 
man from Burnt Hills, Oklahoma. And by the way, why 
clutter up that pretty face with war paint? That stuff you 
were smushin’ on your lips probably got its start at the 
bottom of one of my oil wells. Where I come from we 
keep our ladies’ lips red with old-fashioned kissin’. Now 
I'd like to show you. . .” 

Libby pushed her chair back from the desk to give her- 
self more room for a take-off. The man-mountain from the 
oil country was moving toward her with all the confidence 
of a husband on his tenth wedding anniversary. “You do 
want to see Mr. Leach, don’t you? I'll tell him you’re here— 
may I have your name—please have a seat?” 

Abruptly his manner changed. His bushy eyebrows 
seemed to arch into a pair of black horns and his fat face 
turned a frightening red. His fist pounded down on her 
desk. The edited letters jumped and her heart missed a 
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beat. “Look here, Miss What-ever-your-name-is, I'm Clyde 
Overstreet, the biggest account Sindman & Leach has on 
the books. Now why can’t a pretty girl like you pass a civil 
word with me? I'll talk to Leach when I'm ready. What I 
wanted to show you was a couple of pictures of my boy 
Chester. He's a friendly fellow. Look at him carrying that 
piece of pipe. Look at those muscles—he runs about six- 
feet-four and weighs in around two-forty.” 

Libby masked her anxiety long enough to glance at the 
pictures of Overstreet with the muscles. “He is a fine boy,” 
she said. 

“Fine is right,” the big man continued. “He’s a worker. 
He'd be just the type for you—sorry I couldn't bring him 
along. But why not let his big, harmless dad substitute for 
him? I notice you're not wearin’ any rings. Why not do 
the town with me tonight as sort of a special service for 
Sindman & Leach?” 

Somewhere in the back of Libby's mind a series of words 
rambled round and round like the news on the New York 
Times Building: Fiftyish . . . foolish . .-. freakish . . . and 
lucky. Why couldn’t sweet guys with charm, brains and 
looks make money? Why did it have to flow to baboons 
like this one? 

“I'd like to think it over,’ she said, forcing a smile. “I 
think really Mr. Leach will be angry with me when he 
learns I've kept him from his best customer all this time. 
May I tell him you're here?” 

Overstreet pulled the end off a cigar with his teeth, and 
deposited same in a waste basket. “I'll bust in and surprise 
him. You figure out where we're goin’ tonight and I'll tag 
along to pick up the checks.” 

Libby watched the trail of cigar smoke drift back from 
Mr. Leach’s door and stretch out toward the window. As it 
rolled over the window vent and blended with the atmos- 
phere thirty-four stories above the street she wished that 
she could move away from Sindman & Leach in just such 
a fashion. Edited letters, impossible customers and a hide- 
behind-the-door employer, all added up to a bad headache. 

She searched her pocketbook for an aspirin packet. As 
usual the very thing she wanted was buried under cigar- 
ettes, lipstick, a lighter, stick cologne and a couple of tickets 
she had promised her landlady she would sell. In despera- 
tion she turned the pocketbook upside down on the edited 
letters as Mr. Leach came out of his office. 

“That's quite a mess, Miss Johnson,” he said. “Are you 
looking for something we should have provided for you?” 

“Yes,” she yelped in a strained voice. “A little sympathy, 
a little understanding, I'll be glad to settle for a crying 
towel and aspirin once a day.” She started to dab at her eyes. 

“Please, Miss Johnson! You're in a terrible state. Can't 
you take hold of yourself?” 

Through the tears Libby saw a Mr. Leach she hadn't 
noticed during the interview. He looked taller and thinner 
and even younger—and on the verge of crying too. “I'm 
okay,” she sobbed. “Just you speak more distinctly when 
you dictate—and keep these overbearing, overweight Over- 
streets out of my way.” 

“Now, now, Miss Johnson. Let’s not get off to a bad 
start. We'll work those letters out just as soon as Overstreet 
leaves. But I want him to leave happy. He makes a big 
noise, has himself one big night and a big head, then 
goes back to Oklahoma and sends us big orders for the 
rest of the year. If you'd like to work up a real headache 
I'll make the excuse for you.” 

Libby couldn't look at Mr. Leach now. He hadn't really 
expected her to see the town with Mr. Overstreet and yet 
it meant a lot to him. Her eyes focused on the contents of 


(continued on page 21) 
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Tu ERE are six principal rules for good 
letter writing technique, business-wise 
and otherwise. Once you have learned 
how to apply the Six Golden Rules of 
Good Letter Writing in practice, you 
will have progressed a long way toward 
becoming a capable and effective letter 
writer. At the same time, you've furth- 
ered your opportunities for advance- 
ment and recognition within the com- 
pany organization. 

The first, and most important rule, 
is this: Make every letter SELL. This 
is not to say that your letter must sell 
a tangible item although this is true in 
the case of ‘sales’ letters. The bulk of 
business letters are not of this type, 
however. Your letters must sell the im- 
portant intangible things—goodwill, the 
company’s policies and _ personality, 
friendliness, sincerity and spirit of co- 
operation. In the preceding article let- 
ters as personal representatives of a 
company were discussed. In this capaci- 
ty, letters sell you, your products and 
your company to customers and poten- 
tial customers, as well as to the public 
at large. Good letters were shown to be 
important public relations tools. 

Selling is largely a matter of creating 
favorable impressions on people—put- 
ting them ‘in the mood” to buy what 
you have to offer, or causing them to 
view your company favorably. If your 
business letters have the all-important 
“selling” approach, if they are warm 
and sincere and courteous, they'll help 
build business and cement many valu- 
able friendships and contacts for your 
company which otherwise might be lost. 

While good letters are seldom praised, 
or openly recognized as such by the 
recipients, the bad letter strikes an im- 
mediate discordant note. This is fre- 
quently accompanied by vocal comment, 
most of it uncomplimentary to the let- 
ter writer. If a letter is even obliquely 


insulting, if it is aloof and cold, couched 
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by HENRY F, REUTER 


in formal, unnatural wording, or if it is 
vague and unclear, the reader may de- 
cide to take his business elsewhere. If 
the letter shows marked amateurism, 
the chances are overwhelming that the 
reader will simply ignore it. Business is 
not built on mediocrity. Your letters 
must sell! 








No. 2 in a series of articles 
on Letter Writing Tech- 
nique, written by your pub- 
lisher, exclusively for THE 
SECRETARY. 











Good letters can build valuable busi- 
ness and personal friendships as easily 
as bad letters can destroy them. 

Golden Rule Number Two: Know 
what you're talking about! More letters 
have failed to accomplish the intended 
purpose for lack of information on the 
writer's part than for any other reason. 
Only when you have al/ the facts neces- 
sary to clear and complete understand- 
ing of the subject, are you ready to write 
a letter about it. Anything less may re- 
sult in a vague or frequently amateurish 
effort, which reflects unfavorably on 
your company. 
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After you've corralled the facts, think 
about them objectively, in logical order. 
Separate the necessary from the unnec- 
essary facts. Imagine you're orally de- 
scribing the situation you want to ex- 
plain in your letter. Follow through by 
writing your letter in this fluid conver- 
sational style. All the parts will fit to- 
gether smoothly, in the proper sequence. 
In other words, write logically as you 
think and speak. 

Think and plan your letters. That's 
important. As the old adage goes, “haste 
makes waste.” Avoid haste when com- 
posing your letter and you'll avoid wast- 
ing the reader's time and receiving a 
negative answer, or no answer at all. 
Readers can usually spot a hasty letter 
writing job, and it’s not a good com- 
mendation for your company. Nobody 
likes to be given the fast shuffle. Time 
spent in letter preparation is not time 
lost but business gained. Remember this 
the next time you are tempted to exe- 
cute (and execute is the proper word! ) 
a letter from start to finish in ninety 
seconds. 

The reader wants to know all the facts 
too; moreover, he needs and is entitled 
to them. He can’t afford to reach a de- 
cision by second-guessing the meaning 
of your letter. He must know exactly 
what it means on first reading, other- 
wise it will probably be filed in the 
wastebasket, along with your company’s 
hopes for continued or new business 
relations. 

Know what you're talking about! Be 
clear and explicit. Give all the facts 
necessary for the reader to fully com- 
prehend your letter without having to 
read it two or three times. 

In this connection, watch the length 
of your letters. Include only as much 
information as is necessary for complete 
clearness. Although you may know 
everything about your subject, the fact 

continued on page 19 
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1. “I used to be busier than a one-armed paperhanger, 2. “While the boss is dictating to his TIME-MASTER, I’m 
keeping up with the boss’ dictation . . . filing . . . typing busy as a happy beaver with other stuff. No buzzer to 
. . and all the office chores. But not now. We’ve got a interrupt my filing. No jangled nerves to spoil my best tele- 
new Dictaphone TIME-MASTER and all that’s over! phone voice. And I’ve time, time to think about my work. 





3. “And as for transcribing— the TIME-MASTER Magic Ear 4. “But, like a sundae, the best part comes /ast! And 
is light as a breeze at the beach. About the size of an ear- that’s those marvelous plastic red Dictabelts. They’re so 
ring, too. And can you hear with it? Well, the words are easy to use, reproduce so clearly and, when transcribed, 


I just file "em, mail ’em, or throw ’em away like an empty 


so clear and distinct, it’s just about like FM radio. 
cereal box!” 


Get ahead faster! Find out how TIME-MASTER, world’s most popular dictating 
machine, makes your work easier, gives you more free time. Send for free copy 
of ‘Letter Perfect,”’ a 76-page book on secretarial usage. 
Clip coupon now ! 


D | CTA P H 0 N E Dictaphone Corp., Dent. T102 


| 
| 420 Lexineton Ave., N. Y. 17, N. Y. 
@ eS | Your Name 
; ( THE GREATEST NAME IN DICTATION | 
| 
| 








Please send me my free copy of “Letter Perfect.” 
Cc 
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TIME-MASTER—The Modern Way to Dictate 
Street Address 





“Dictaphone” js a registered trade-mark of Dictaphone Corporation. 
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Ons unalterable pre-requisite for arranging flowers with 


taste and striking beauty is, simply enough, a love for flowers. 
Some women, and men too, seem to be born with a feeling 
for line and color, so that every flower arrangement they 
concoct adds grace and charm to a room. However, the average 
flower arranger can increase the effectiveness of her 
arrangements by learning and using the basic designs and 
principles for displaying flowers. There are variations on every 
theme, of course, but basically, the main designs are eight 

in number. 

If you choose a design that is suggested by your plant 
materials, your container and the location, you'll be much better 
satisfied with the result. Attention also should be given to the 
scale and proportion of your flowers in relation to their final 
setting. A tall, cylindrical vase certainly wouldn’t look well 
on a dinner table. Unfortunately, many a dinner guest has 
been irritated beyond the point of enjoying his food by having 
to peer around a vertical vase topped by a mass of full-blown 
flowers to exchange conversation with his dinner partner 
across the table. Make sure that you as a hostess will never be 
guilty of such an inappropriate and annoying arrangement. As 
you become familiar with these eight basic designs, you’re 
bound to have more confidence in your artistic ability. 

The three most popular forms of arrangement are the 


triangle, the circle, and the Hogarth line, which is an open S curve. 


























The full triangle usually has open flow- 
ers in the center forming a tall middle 
line, surrounded on both sides by foliage 
spaced at equal intervals. 
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In the circle arrangement the focal 
point is found in the lower half of the 
ring-like design with curving flowers or 
foliage that almost meet above the middle. 
In a tall vase the circular lines originate 
from a tall central line and fall down 
over the sides of the container. 
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Arrangements in which the flowers 
swing gracefully down from a tall tip 
to a point way below the mouth of the 
container is called a Hogarth line. This 
eye-pleasing S curve does take a little 
practice, though. 
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Basis of many designs is the perpendic- 
ular line. If you’re a real amateur, try 
experimenting with this form first because 
it’s the easiest. This is a high arrangement 
which adapts itself best to a slender con- 
tainer. The mass of flowers is placed about 
halfway between the mouth of the con- 
tainer and the top of the highest flower 
or leaf. 
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In a half circle the center line is placed 
low and reaches out and over the sides 
of the container. (This type of design is 
perfect for your dining room table.) The 
center of interest is placed in the direct 
middle of the design. 
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If you have a crescent-shaped container, 
you'll find that the center line can be 
tilted to one side or it can be of equal 
height on both sides. The center of inter- 
est is low and contains the largest mass 
of flowers. 
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A profusion of flowers often looks best 
in an oval arrangement. The largest flow- 
ers with the brightest colors are placed 
in the center of the oval toward the 
mouth of the container. All of the outer 
edges are buds or light, small flowers. 
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Last, but certainly not unfavored, is the 
side triangle. It's comparatively easy to 
arrange with one high side on the left or 
the right of the container. The outer tips 
are light with the mass of flowers con- 
centrated in the corner of the right angle. 
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When you first try the Audograph, 
forget the old-fashioned way. Forget the 
double-translation into hieroglyphics and out 
again. Forget especially the old-time dictating 
machines that were so hard to use. 


With the radio-clear Audograph, it’s like having 
the boss right there—speaking carefully, 
distinctly, at your own typing speed—in the tone 
and volume you select—and repeating as often 

as you wish. A green light tells you how long 

he’s going to dictate—and a red one warns you 
if he changes his mind! 









The result is easy, accurate transcription 
in half the time—with more time for the 
assistant-executive work that means 
faster advancement for you. 


Gray 


The world’s most versatile 


dictating instruments Hartford 1, Connecticut 


AUDOGRAPH* sales and service in 180 get things done!” 
U.S. cities. See your Classified Telephone 


Directory under ‘“‘Dictating Machines.” 


THE GRAY MANUFACTURING COMPANY 


Please send me Booklet AE-10 “Now we really 





Canada: Northern Electric Co., Ltd. 
Abroad: Westrex Corp. (Western Electric 
Co. export affiliate) in 35 countries. 


NAME 





Audograph is made by The Gray Manu- 
facturing Company — established 1891 — 
originators of the Telephone Pay Station. 
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news from the four corners of N. S.A. 


NORTHEASTERN DISTRICT 
MRS. PAULINE F. MILLER 
32 No. 2nd Street 
Harrisburg, Pennsylvania 

Northeasterners join me in saluting 
Marjorie Horchow, my predecessor, with 
grateful affection for the splendid man- 
ner in which she carried forward the 
assignment of District Reporter. And 
now that she has climbed another step 
to a position of even greater responsi- 
bility we extend all good wishes for 
every success and hope she will discover 
with it great depths of joy and happi- 
ness as a measure of compensation for 
her untiring efforts and unselfish loyal 
devotion that is always manifested in 
true Horchow fashion in whatever Mar- 
jorie undertakes. Good Luck! 

* * * 


BUFFALO CHAPTER (Buffalo, New 
York) starts year with a celebration 
honoring Lois Anne Dryer, Chapter 
President and Secretary-of-the-Year, as 
well as Dolores M. Lang, reelected Na- 
tional Secretary. Gala affair promised by 
Barbara McGeorge for December when 
she will stage Annual Christmas Carni- 
val Fashion Show and Luncheon. 

* * * 


From the CAMDEN CHAPTER (Cam- 
den, New Jersey) comes word that a 
good time was had by all . . . a “doggie 
roast” and picnic, also a day at the 
Shore. Annual Fashion Show and Card 
Party on the agenda for late October. 

* * * 

Members of CON BRIO (Blooming- 
ton, Illinois) entertained with movies 
taken at the National Convention . . . 
it was a GRAND CONVENTION... 
wish all of us could see the pictures. 

* * * 

Summer activities of FRAMINGHAM 
(Framingham, Massachusetts) included 
a theatre party enjoyed so much they 
are planning another and soon! 
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LAKE SHORE CHAPTER (Chicago, Illi- 
nois) reports a GALA AFFAIR .. . 50 
girls joined in wishing farewell and 
good luck to Dolores Slaski and Elaine 
Suhr. Dolores left for Arabia to work 
with the Arabian-American Oil Com- 
pany. Enroute she plans to visit for sev- 
eral days in Paris, France. Elaine was 
recently married and is moving to Niag- 
ara Falls, New York. Both have been 
active members; Elaine just completed 
a successful tenure of office as the Chap- 
ter’s Recording Secretary and Dolores 
was the Chapter’s Editor of Lake Shore 
Breezes. 

* * * 

Swimming, food, fishing and fun made 
up for the overcast skies . . . so reports 
the PHILADELPHIA CHAPTER ( Philadel- 
phia, Pennsylvania) concerning picnic 
at Dorothy Wylie’s cabin in Sunney- 
town, Pennsylvania. 





the RIVER BEND CHAPTER of South 
Bend, Indiana, in the Bronzewood Room 
of the Hotel LaSalle at their June meet- 
ing. Left, is RIVER BEND CHAPTER’s 
“Secretary of the Week” (National Secre- 
taries Week), Miss Kathryn Liebelkt. 


Forty-six members of the RIVER BEND 
CHAPTER (South Bend, Indiana) feel 
they benefited immeasurably from visit 
of Dr. Irene Place who spoke to them 


national news 


on “Women in the World of Business.” 
Visitors included three members of the 
newly organized HURON VALLEY 
CHAPTER of Ann Arbor, Michigan. 
Plans have been concluded under Dr. 
Place’s direction for a CPS refresher. 
The Director of the Indiana University 
Extension Center has set up the neces- 
sary courses. 
* * 

Lillian Phillips, President QUAKER 
MAIDS CHAPTER (Philadelphia, Penn- 
sylvania) sends announcement indicat- 
ing that our own “Buddie” Hurst of the 
LIBERTY BELLE CHAPTER (Philadel- 
phia) and formerly NSA State Advisor 
was one of the judges for the contest 
“The World in Your Arms” project 
sponsored by N. Snellenburg & Com- 
pany, Philadelphia popular department 
store. The contest called for a 50 word 
essay on the basic wardrobe necessary 
for a successful career. Over 2100 en- 
trants, and the winner was Miss Cath- 
erine Dunn, a member of the PHILA- 
DELPHIA CHAPTER. The AWARD ... 
first class round trip to Europe on the 
S. S. United States. Honorable mention 
also to an NSAer .. . Mrs. Doris Taylor 
of the QUAKER MAIDS CHAPTER (Phil- 
adelphia). In addition to “Buddie” the 
judges were: Miss Ardenia Chapman, 
Dean of the College of Home Econom- 
ics, Drexel Institute; Mrs. Ruth Welles 
of radio station KYW; George Skinner, 
of WPTZ, and Gus Tassell, a designer. 

* * * 

WHITE ROSE CHAPTER (York, Penn- 
sylvania) “Boss Nite” plans in capable 
hands of Mrs. Marie Gleitz. 

* * * 

USO NIGHT sponsored by PAGODA 
CHAPTER (Reading, Pennsylvania) with 
members serving as hostesses. The re- 
port indicates the Air Reserves and 
members of the PAGODA CHAPTER en- 
joyed a delightful evening! 

* * * 


SPRINGFIELD CHAPTER (Springfield, 


Massachusetts) on September 13 assem- 
bled at Stanley Park, Westfield, for a 
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weekend of fun. Included among the 

activities was an evening at the Somers, 

Connecticut, Playhouse. Sally Hynes, 

Chapter Vice President, was in charge 

of arrangements. 
* * * 

Dark clouds and rain did not dampen 
the spirit of 80 NSA members who at- 
tended the SYRACUSE CHAPTER (Syra- 
cuse, New York) annual picnic held at 
nationally known Skaneateles Lake. 
Guests from the Ithaca, Elmira, Oneida, 
Rome, and Utica, New York Chapters 
joined the Syracuse group in the day's 
merriment, which also included a “Bath- 
ing Beauty Contest.” An early fall event 
—a “social hour” to entertain prospec- 
tive members. Considering the usual 
Syracuse record of achievement, it should 
prove successful. 

* * * 

DOUBLE HONORS for the STAM- 
FORD CHAPTER (Stamford, Connecticut) 
—Mrs. Ruth DeBoucver second in Sec- 
retary-of-the-Year contest and new chap- 
ter sponsored in Bridgeport, Connecti- 


cut. 





As first president, Mrs. Mildred Grace 
(second from left) is shown receiving the 
charter of the CERES CHAPTER, Battle 
Creek, Michigan, from Mrs. Mary Lent- 
ing (right), Michigan State Adviser, NSA 
and installing officer. Also shown is Mrs. 
Norine Brainard, president of the KALA- 
MAZOO CHAPTER and mistress of cere- 
monies. Looking on is Rudolph Haber- 
mann, executive secretary of the Battle 
Creek Chamber of Commerce. 


The KALAMAZOO CHAPTER (Kala- 
mazoo, Michigan) installed on August 
19 at a gala affair in the penthouse of 
the Wolverine Tower (Battle Creek, 
Michigan) the new CERES CHAPTER. 
The officers of this Chapter of nineteen 
members, and the eleventh Chapter of 
Michigan, are: Mrs. Mildred Grace, 
President; June Steve, Vice President; 
Audra Lou Crowell, Corresponding Sec- 
retary; Faith D. Ferrell, Recording Sec- 


The Secretary 


retary; and Mrs. Mildred E. Crandell, 
Treasurer. Mrs. Mary Lenting, a mem- 
ber of the KALAMAZOO CHAPTER and 
Michigan State Advisor, was the install- 
ing officer and Mrs. Norine Brainard, 
President of the KALAMAZOO CHAP- 
TER, was Mistress of Ceremonies. Guests 
included NSA members from Kalama- 
zoo, Ann Arbor, and Lansing. 
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NORTHWESTERN DISTRICT 
HELEN A. MOE 

321 Locust Street 

Des Moines 9, Iowa 

That NSAer from the big state of 
Wyoming, Margaret Hesemann, recently 
elected Vice President of the Northwest 
District, is spreading her enthusiasm to 
build a GREATER NORTHWEST DISTRICT 
into every chapter in the district. The 
high spot of our agenda this year is the 
association’s Eighth Annual National 
Convention to be held in Seattle, Wash- 
ington, July 15-18, 1953. We sincerely 
hope that each and every chapter in our 
association will begin now to plan ways 
and means to have representatives at 
this convention. We Northwesterners 
want to see you in Seattle in 1953 and 
we want you to see our beautiful Pacific 
Northwest. 

* * * 

During the latter part of July, mem- 
bers of SIOUX CHAPTER (Sioux City, 
Iowa) were called on to help in the 
Polio Prevention study conducted by Dr. 
William D. Hammon, Director of Re- 
search, University of Pittsburgh. Five 
clinics were opened in Sioux City for a 
week to innoculate approximately 16,- 
000 children. The purpose of the study 
is to test the effects of gamma globulin 
in the prevention of paralysis in polio- 
myelitis. Volunteers worked in four-hour 
shifts . . . morning, afternoon and eve- 
ning. Members of Sioux Chapter took 
over the evening shifts and put in a 
total of 202 working hours for this 
worthy cause. The girls just dropped 
everything and let nothing stand in their 
way to help in this emergency. The 
knowledge and experience gained by 
Sioux members taking part in this ex- 
periment are of inestimable value. They 
had an opportunity to watch science at 
work and help in the great emergency 
occurring in that city. Sioux City and 
Des Moines, Iowa, were designated 
emergency centers due to the numerous 


. polio cases prevalent in both cities. The 


National Foundation for Infantlie Pa- 
ralysis furnished equipment, doctors, 
nurses, and other trained personnel to 
relieve the shortage of local facilities. 


This is a serious situation for Iowa. The 
assistance of the Foundation in such 
emergencies is invaluable. 

- * * 


August was picnic-time all over and 
members of HAWKEYE CHAPTER (Des 
Moines, Iowa) held their annual outing 
at the Shelter House at the Municipal 
Airport. After a delicious dinner of all 
the fried chicken-plus they could eat, 
the girls played bingo, with the proceeds 
going into the fund for their Christmas 
project. Members did not let the warm 
weather hamper their regular meetings 
or their outside social activities. The 
Bridge Club, two Canasta Clubs and a 
Samba Club continued to enjoy each 
other’s company throughout the summer. 

* * * 

Many chapters enjoyed outside get- 
togethers before entering into fall activ- 
ities. PIONEER CHAPTER (Fremont, 
Nebraska) celebrated its fourth anni- 
versary with a picnic supper. SACAJA- 
WEA CHAPTER (Seattle, Washington), 
our 1953 convention hostesses, are on 
the beam right now planning for this 
event; however, 38 members enjoyed a 
cruise on beautiful Puget Sound aboard 
a 90-foot yacht . . . relaxation in the 
sun, swimming, and lunching. There are 
many things to enjoy in the northwest 
but you still will have to come and see 
for yourself. OLYMPIA CHAPTER (Olym- 
pia, Washington) held their annual pic- 
nic at Priest Point Park, topping the 
evening off with plenty of watermelon. 
TALL CORN CHAPTER (Council Bluffs, 
Iowa) joined with six other women’s 
organizations of that city and attended 
a picnic—decided to make it an annual 
affair. 

* * * 

ROBERT LUCAS CHAPTER (Iowa City, 
Iowa), members have been busy getting 
together with other Iowa chapters. Meet- 
ing at a half-way point, members came 
from the OTTUMWA CHAPTER (Ottum- 
wa, Iowa) to have a picnic with the 
Iowa City girls. Members of VICTORY 
CHAPTER (Waterloo, Iowa) were guests 
at a tea and a tour of Iowa City. Robert 
Lucas members are now planning to 
hold a meeting in Cedar Rapids, Iowa, 
for the purpose of interesting the Cedar 
Rapids girls in reorganizing their chap- 
ter. Good luck to you and we hope 
Cedar Rapids will become active again 
through your efforts. 

* * * 

All chapters have ways and means 
problems and TETON CHAPTER (Casper, 
Wyoming) is no exception. They are 
planning a bingo party to raise money. 
They are formulating plans for their 
annual boss night banquet, and are also 
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NORTHWESTERN DISTRICT 
(continued from page 15) 


entering into civic affairs by addressing 
envelopes and mailing literature for a 
fund-raising campaign to provide Casper 
with a Civic Center. 

ROGUE RIVER CHAPTER (Medford, 
Oregon). Members from this chapter 
and four other Oregon chapters met in 
Eugene, Oregon, to hear the reports of 
Oregon’s delegates to the National Con- 
vention. In addition to being brought 
up-to-date on national affairs, all Oregon 
members in attendance enjoyed the hos- 
pitality of the EUGENE CHAPTER. 

* * * 


A tour of the Crippled Children’s 
Hospital and School was an enlightening 
experience for members of MELIOR 
VITA CHAPTER (Sioux Falls, South Da- 
kota). The hospital is owned by chari- 
table friends of crippled children who 
are making voluntary gifts, contributions 
and bequests. Accepting an invitation 
from the Business and Professional 
Women’s Club of Sioux Falls, they at- 
tended a dinner honoring a distin- 
guished visitor from England, Ruth 
Tomlinson, who spoke on “The U.N.” 
The chapter is proud of its new bulle- 
tin cover and rightly should be. It de- 
picts a Sioux Indian standing in the 
rays of the sun at the Falls . . . the site 
that gave the city its name. 

* * * 


EVERGREEN CHAPTER (Denver, Colo- 
rado). The Continental Oil Company 
was host to 35 members and their guests 
at its refinery north of Denver. Each 
phase of the refinery’s operation was 
seen and described . . . from the con- 
trols room to the top of the giant cata- 
lytic cracking tower. Midway, refresh- 
ments were served through the courtesy 
of the oil company. 

. * * 


A float representing NSA is planned 
for entry in the Fall Festival Parade by 
members of MINN-ARROW CHAPTER 
(Duluth, Minnesota). To add to their 
funds, plans have been made to hold a 
bake sale with the hope of meeting the 
success of last year's sale. 

Immediate plans on the agenda of 
TEEPEE CHAPTER (Pocatello, Idaho) 
and St. PAUL CHAPTER (St. Paul, 
Minnesota) are their regional meetings. 
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We wish you success and hope the meet- 
ings will be well attended. 
* * * 


Eleven secretaries in Omaha and 
Council Bluffs (Ia.) received certificates 
at the University of Omaha after finish- 
ing a course in “Business Theory for 
Secretaries,” one of the first essential 
courses leading to the CPS examinations. 

Dean C. W. Helmstadter, dean of the 
College of Applied Arts and director of 
the Technical Institute, presented cer- 
tificates. Dean Helmstadter has offered 
several refresher courses for secretaries 
interested in the CPS exams, and further 
courses will be offered the year round, 
beginning in September. Those interest- 
ed can take free typing and shorthand 
proficiency tests at the University of 
Omaha prior to the refresher courses. 
Omaha is one of the examination cen- 
ters for CPS. 


Dorothy Rowley, Mrs. Darleen Pettit re- 
ceiving certificates from Dean C. W. Helm- 
stadter for completing course in “Business 
Theory for Secretaries’—University of 
Omaha. 


vW 


SOUTHEASTERN DISTRICT 
BARBARA S. WENDT 
324 North Thomas 
Arlington 3, Virginia 

CAPITAL CHAPTER ( Washington, D.C.) 
installed new officers at a tea held in 
the Willard Hotel. The Chapter held 
a picnic at Palisades Playground, at- 
tended by members of all three Wash- 
ington Chapters and their friends. Mrs. 
Ethel G. Morrison, Chairman, arranged 
with the local Hot Shoppe to provide 
individual boxed lunches, including fried 
chicken. Pictures were taken by a Wash- 
ington Post newspaper photographer. 
Note—no picnic rain! A luncheon and 
Fashion Show at Hecht’s new store in 
Arlington, Virginia, was sponsored by 
the Chapter on September 6. The first 
fall meeting was held September 15 
with dinner at the National Press Club. 


Viewing the Continental Oil Com- 
pany Refinery, Denver, Colorado, 
from atop the 200-foot catalytic 
cracking tower was one phase of 
the National Secretaries Associa- 
tion (Evergreen Chapter) guided 
tour, Saturday morning, August 
16th. Mr. Robert Broadhurst, one 
of the three Conoco guides for 
this tour, is shown describing the 
refinery’s operations to (L. to R.) 
Minetta Miller, Bunnye Lerner, 
Mary Ellen Brickner, Rita Jacobs, 
Muriel Swayze, and Sylvia Stielow 
—six of the thirty-five women at- 
tending the tour. 
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Mrs. Mildred Shott, of George Wash- 
ington University, was guest speaker 
and chose the topic “Human Relations 
Related to the Secretary.” 

* * * 


MONUMENTAL CHAPTER (Baltimore, 
Maryland) was represented at the Ex- 
change Club Secretary Day by Mildred 
Griffin and Dorothy Thorpe. Two pros- 





Capital Chapter, Washington, D. C., new 
1952-53 officers. Left to right: Mrs. Lily 
M. Warren, treasurer; Mrs. Margaret B. 
Hushelpeck, president; Miss Marian Gau- 
mond, recording secretary; Mrs. Margaret 
M. Butler, corresponding secretary; and 
Miss Edith Earman, vice-president. 


* * * 


Installation of Oak Ridge Chapter (Oak 
Ridge, Tennessee )—Left to right: Profes- 
sor G. N. Parker; Mrs. Virginia Ann 
Townsend (President Chattanooga, Ten- 
nessee, Chapter); Mrs. Dessie Gentry 
(President Oak Ridge Chapter); and Dr. 
C. P. Keim. 
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pective NSA members resulted. Regina 
Fund and Dorothy DuBey have received 
Beat-The-Champ-Certificates from the 
Underwood Corporation in connection 
with the contest conducted at the Con- 


vention. 
* * * 


Mrs. Mildred Shott, Assistant Profes- 
sor of Secretarial Studies at George 
Washington University, was guest speak- 





Mrs. Virginia Ann Townsend, President 
Chattanooga, Tennessee, Chapter. Miss 
Lois Anne Dryer—Secretary of the Year. 
Miss Dryer was told that she could select 
any one of the outfits modeled at the fash- 
ion show held following the Secretary of 
the Year luncheon at the Convention. 
Miss Dryer chose the one modeled by 
Mrs. Townsend. 





er at the August meeting of the ROAN- 
OKE CHAPTER (Roanoke, Virginia). 
Mrs. Shott stated .. . “if newspapermen 
could go to a national convention of the 
National Secretaries Association and see 
and hear the fine women who are secre- 
taries, they couldn't bring themselves to 
write the corny stories they do about 
secretaries.” 
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SOUTHWESTERN DISTRICT 
JO MAES KNOERR 

2025 Rutgers Avenue 

Long Beach, California 

On this lazy Sunday afternoon, with 
the dull hum of outboard motors in the 
distance, the stillness of the warm air, 
and the drone of planes above, it is 
easy to understand that all of us would 
rather recline in a deck chair basking 
in the sun, rather than being actively 
engaged producing newsworthy items, 
however, some people are “gluttons for 
punishment.” Take, for example: 

The COLUMBIA CHAPTER (Columbia, 
Missouri) members are working like 
beavers getting ready for the Missouri 
Regional to be held on October 17, 18 
and 19 at the Daniel Boone Hotel. 

* * * 

Betty Chase and Mrs. Gladys Bauer 
representing the SANTA MONICA CHAP- 
TER (Santa Monica, California), Mrs. 
Madaline Ferguson representing the 
QUEEN BEACH CHAPTER (Long Beach, 
California), Ann Brown representing 
the Los ANGELES CHAPTER (Los An- 
geles, California), Miriam Yergin rep- 
resenting the WILSHIRE CHAPTER (Los 
Angeles, California), Mary Dinning and 
Dorine George representing the HOL- 
LYWOOD CHAPTER (Hollywood, Cali- 
fornia), were selected to serve on an 
advisory committee, by Dr. J. Frances 
Henderson of the Secretaria] Adminis- 
tration Department of the University 
of Southern California. The establish- 
ment of this advisory committee is for 
the purpose of assisting the University 
of Southern California in developing a 
new course in Secretarial Administra- 
tion The secretaries present were asked 
to list every secretarial duty performed 
under the following categories: admin- 
istrative, filing and finding, and record 
keeping. Future meetings are expected 
to develop information valuable to all 
secretaries, as well as aid Dr. Hender- 
son in establishing the new Secretarial 
Administration course. 

* * * 

The HEART OF AMERICA CHAPTER 
(Kansas City, Missouri) has the right 
idea. At their monthly meeting, the 


17 





$8383899899999% 


national news news from the four corners of NSA 
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SOUTHWESTERN DISTRICT 
(continued from page 17) 


Union Pacific Railroad presented a film 
entitled “Scenes in Utah,” including Ute 
National Park, Bryce National Park, and 
other vacation spots of that state. How- 
ever, they too cannot leave well enough 
alone, and just be lazy, they are formu- 
lating plans for “Boss Night’ and dis- 
cussing Ways and Means projects. 
* * * 


And then we have the TOWER LIGHTS 
CHAPTER (Austin, Texas) scurrying 
around and initiating five new members 
at their August meeting. A warm wel- 
come from this Reporter to Mrs. Von- 
ciel Shooter, who holds a responsible 
position with the American National 
Insurance Company; Mrs. Mildred T. 
Moore, Secretary to Colonel C. T. Ed- 
winson at Bergstrom Air Force Base; 
Mrs. Richardine Quinn, Secretary to 
Olin E. Culberson, senior member of the 
Railroad Commission of Texas; Ruth 
Gold, Secretary to Dana X. Bible, Ath- 
letic Director of the University of Texas; 
and Mrs. Grace Kincaid of the legal 
department of Phillips Petroleum Com- 
pany. * * # 

Here really are ambitious people! 
Hats off to the members of WESTPORT 
CHAPTER (Kansas City, Missouri), who 
have inaugurated a study course of 
eighteen weeks reviewing the book 
“Business Theory for Secretaries.” The 
different chapters are assigned to group 
leaders. Discussions are on a round table 
basis. There has been one guest speaker 
on law, and the girls hope to have an- 
other speaker before the course is com- 
pleted. Some of the girls will be taking 
the next CPS examination and feel that 
this study course will enable them to 
further equip themselves to meet the 
requirements of the CPS examination. 
The course was set up on a voluntary 
basis without charge to members of 
WESTPORT CHAPTER and to non-mem- 
bers of NSA for a nominal fee. Through 
publicity in the Kansas City Star, one 
girl, who is not a member of NSA, has 
joined the group. The participants re- 
port a good average of attendance in 
spite of many activities that normally 
would lessen the response to such a 
course. The meetings are held each 
Thursday at Penn Lodge, a residence for 
business girls under supervision and 
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control of the Catholic diocese. Penn 
Lodge is on the site of the first church 
built in Kansas City, Missouri. 

* * * 


LAKE MERRITT CHAPTER (Oakland, 
California) and GOLDEN GATE CHAP- 
TER (San Francisco, California) held a 
joint meeting a Rickey’s Town House 
in San Francisco. Murielle Sea, retiring 
president of GOLDEN GATE CHAPTER, 
gave the oath of office, and Grace Dut- 
ton, retiring president of LAKE MER- 
RITT CHAPTER, acted as Mistress of 
Ceremonies for the meeting. The in- 
coming officers of the LAKE MERRITT 
CHAPTER are Alice Taliaferro, Presi- 
dent; Louise Brashear, first Vice Presi- 
dent; Dorothy Gilbert, second Vice 
President and Bulletin Editor; Shirley 
Dunlop, Recording Secretary; Helen 
Amber, Corresponding Secretary; Jackie 
Parsons, Treasurer; and Grace Dutton, 
ICCR. GOLDEN GATE CHAPTER’s new 
officers. are Virginia Rauchfuss, Presi- 
dent; Louis Brashear, first Vice Presi- 
dent; Marie Carlton, second Vice Presi- 
dent and Bulletin Editor; Mary Lou Sie- 
bert, Recording Secretary; Doris Ehler, 
Corresponding Secretary; and Lydia 
Yoder, Treasurer. Murielle Sea was 
chosen ICCR. More than sixty members 
of the two chapters and their guests at- 
tended this meeting. Notable among the 
guests were Virginia Krause, member 
of the ROCHESTER CHAPTER (Roches- 
ter, Minnesota), and Lt. Commander 





Carrie E. Chapman, Honorary Member 
of NSA, now stationed at the United 
States Naval Hospital in Oakland, Cali- 


fornia. 


* * * 


Late summer brings thoughts of fall, 
and fall means only one thing—Fash- 
ions! QUEEN BEACH CHAPTER (Long 
Beach, California) had as guest speaker 
at their meeting John Hersey, fashion 
coordinator at Buffums’. He spoke on 
fall fashions and illustrated his speech 
by displaying an array of the newest 
accessories. His talk was especially time- 
ly as fifteen members of the Chapter 
were models for a fashion show spon- 
sored by Buffums’. At the annual pot 
luck dinner of the QUEEN BEACH 
CHAPTER held at the Bowling Green 
Club House plans were completed for a 
cocktail party, the proceeds to go to 
the “Exceptional Children’s Foundation,” 
Long Beach, California, a school for 
mentally retarded children. 

* * * 

The TRINITY CHAPTER (Fort Worth, 
Texas) was hostess to the Southwestern 
Regional Meeting, with Mrs. Shella 
Sharpe, Southwestern Vice President, 
conducting the business meetings. The 
early arrivals on Friday night were 
treated to an informal get-together; 
luncheon on Saturday was on the terrace 
overlooking the swimming pool; and a 
cocktail party and dinner were on the 
agenda for Saturday night. The business 
sessions included a model meeting and 
a discussion of the duties of chapter 
officers. Mrs. Lucile Kelly, president of 
TRINITY CHAPTER, was in charge of 


arrangements. 


LAKE MERRIT CHAPTER (Oakland, California) and GOLDEN GATE CHAPTER 
(San Francisco, California) held a joint installation meeting. From left to right: Vir- 
ginia Rauchfuss, incoming president of the GOLDEN GATE CHAPTER; Murielle 
Sea, retiring president of the GOLDEN GATE CHAPTER; Grace Dutton, retiring 
president of the LAKE MERRITT CHAPTER and Alice Taliaferro, incoming presi- 


dent of the LAKE MERRITT CHAPTER. 
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Take a Letter Please 


(continued from page 10) 


of existing knowledge doesn’t justify 
your putting it all down in black and 
white! Besides wasting your time and 
complicating the organization of the 
necessary facts, you may obscure the 
real points you wanted to bring to the 
reader’s attention. 

But if.a five page letter is necessary 
(very seldom), write five pages. Organ- 
ization of facts is especially important 
in the longer type of letter. Guard 
against the reader losing the thread of 
thought in the second or third paragraph 
and henceforth continuing in a fog to 
the end (if he takes the trouble to read 
to the end). The governing require- 
ment in length of the letter is the 
amount of space needed to impart the 
central idea(s) to the reader so that 
excess wordage is eliminated and the 
entire meaning is simultaneously pre- 
sented in a lucid manner. This course 
facilitates reader action, which is of 
course the desired aim of most business 
letters. Sometimes this isn’t an easy task, 
but clear, meaningful letters of the ap- 
propriate length will pay off in big divi- 
dends for your company. 

On the other hand, don’t write three 
or four pages where one would obvi- 
ously do the job. “Padding” your letters 
is a sure way to failure of purpose. This 
shortcoming is just as serious as neglect- 
ing to cover the subject in full. Organi- 
zational problems are reduced in com- 
posing shorter letters. You must, how- 
ever, be sure to include all necessary in- 
formation in the shorter letter form. 

The third Golden Rule is an out- 
growth of the second. Make your letters 
clear. You may have presented all the 
necessary facts but if you've listed them 
in illogical order, your letter will be 
vague and again the reader will have to 
grope to fit the proper pieces in the 
proper places. Letter readers are usually 
busy people; they don’t have time for 
jig-saw puzzles. 

Making your letter clear and coher- 
ent is basically an organizing skill which 
you can acquire through practice. At 
first, you will need to devote some 
thought to organization but gradually 
this will become a subconscious process 
and facts and ideas will automatically 
fall into their proper sequence. The 
“conversational” style letter will almost 
always lead to this desired logicality. 

Golden Rule Number Four is to make 
your letters concise. If your letter states 
all the facts clearly in organized fashion, 
it is apt to be concise. You will not 
want to waste words in your letters, 
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cloud them with useless verbiage and 
consequently obscure true meanings. 
The shortest distance between two 
points is a straight line, and this theorem 
applies particularly to business letters. 
However, don’t economize on words 
foolishly, to the extent of sacrificing 
clearness and complete understanding. 
Such letters exhibit obvious haste and 
lack of organization and planning. Brev- 
ity of form in business letters is desir- 
able but there are limits which you 
yourself must decide in individual cases. 
Try cutting some of the trite words and 
phrases which you have been using. 
This practice can shorten your letters by 
as much as twenty-five per cent, with- 
out loss of continuity or meaning. 

Know what you want each letter to 
accomplish. This constitutes Golden 
Rule Number Five. Too many letters are 
seemingly purposeless to readers because 
no anticipated goals are set by writers. 
Determine the goal before you start 
writing. Decide what the letter is to ac- 
complish in the reader's mind, i.e. phys- 
ical action or mental decision. Don’t 
stray from this predetermined goal. If 
your letter doesn’t have a recognizable 
goal, and you can’t find one on closer 
scrutiny, then it probably isn’t necessary 
in the first place. 

Singleness of purpose (goal) leads 
naturally to brevity of form, clearness, 
and reader understanding. If the letter 
requires action, ask for it. If you want 
an early reply, request it. 

Knowing what you want to accomp- 
lish and what action you want the reader 
to take will also prevent your letter 
from being vague. It is extremely im- 
portant that the reader know what you 
want him to do. The goal of your letter, 
whatever it may be, is its wnifying force, 
and every good letter has this distinct 
goal, capable of reader accomplishment 
within a certain stated time. (For ex- 
ample, “May I have your reply before 
November 15?” rather than “I would 
appreciate a reply as soon as conven- 
ient.”) The latter statement is somewhat 
negative in attitude and the reader may 
well conclude that it is not convenient 
for him to answer your letter. Use the 
direct approach wherever possible. There 
will be exceptions, of course, depending 
on the individual recipient and the na- 
ture of the letter, but in general this 
rule holds true. 

The last of the Golden Rules and 
second in importance is this: Jearn all 
your writing faults and set out to cor- 
rect them. This can be accomplished 
through the following measures, listed 
in chronological order. 

1. Learn the Golden Rules of Good 

Letter Writing. 





2. Study good leters to see how these 

principles are carried out in action. 

3. Analyze imperfect letters for the 

purpose of determining where 
they failed to utilize the rules. 

4. Practice writing all types of busi- 

ness letters. 

By combining the above steps into an 
integrated program, you will be able to 
remedy most of your letter writing 
faults within a few months. Inspect your 
carbon copies from time to time as a 
progress check against your deficiencies 
and improvements. Make a list of the 
former and determine how they can be 
eliminated or corrected. 

Finally, you may want to compile a 
file of model letters, your own and those 
of others. This can be invaluable for 
reference, and in assisting new em- 
ployees to master good letter writing 
fundamentals. The file might include 
sales, reminder, goodwill, claim, follow- 
up, adjustment, collection, confirmation, 
acknowledgment and other types of 
business letters. You can build a similar 
file for social letter-types. 

In conclusion, let’s review the essen- 
tials covered in this chapter. First of all, 
make every letter SELL. Know the facts 
and make your letters clear. Write con- 
cisely, and eliminate trite words and 
phrases. Know what you want to accom- 
plish—determine your goal beforehand, 
and the action you anticipate from the 
reader. Write as you think and speak 
(emphasis on logical thought order, ob- 
jectivity, clearness, and brevity of form). 
Learn your letter writing faults and 
correct them. 

Next month, we'll discuss how to 
make “your letter you.” 





National Business Show 


Coming up the middle of this month 
—the 20th through the 25th—is the 
bang-up National Business Show. If your 
boss plans to be in New York about 
that time, mention it to him, for the 
show will not only interest him and 
give him a few pointers, but, indirectly, 
can help his very important right-hand. 
(You, of course.) In the world’s larg- 
est market, Grand Central Palace in 
New York City, he'll see the very latest 
in office machines and equipment, de- 
signed to increase every firm’s produc- 
tivity. 

Sponsored by the Office Executives 
Association of New York as a service 
to its members and the Office Machine 
and Equipment Industry, this year’s 44th 
annual show is reported to be a million- 
dollar exposition. 
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accounting, 


simplified 
for 
the busy 


secretary 


by MARY ANN STROTHMAN, C.P.A., shown above with 
husband Walter R. Strothman, himself a C.P.A. 


SCP ETTY CASH” is the misleading term given to the cur- 
rency kept in the office for the purpose of paying 
small bills, postage, supper money, etc. “Petty” is mislead- 
ing because the total disbursements in the course of a year 
are often very substantial. The more correct term is “im- 
prest” fund, which stems from an Italian word meaning 
money advanced for certain purposes. Thus, there is an 
implication that the advance must later be accounted for, 
which you will see from the following is the exact nature 
of this type of fund. 
When you are asked to operate the office petty cash fund, 
you should be prepared to do it efficiently while at the 
same time protecting yourself against. weaknesses in the 





system and in other human beings. This is a little extra 
duty which you can be expected to do because, if you fol- 
low a few simple rules, it will be very easy. Petty cash 
funds can vary in amount from $5 to $5000 and more. 
But for the purposes of this discussion, we will assume you 


© have been asked to keep a fund of $50 during the next 


two weeks while the cashier is on vacation. 

First of all the cashier should be asked to clear her fund 
of all slips and paid bills so that she can turn over to you 
nothing but currency and change. You should take over 
the fund at a pre-arranged time, preferably in the presence 
of a third person. At that time the cashier should count 
out and hand over all the money. If you are not satisfied the 
count is correct, feel free to challenge it because, after it 
is handed over, you are responsible. Never accept a bundle 
of bills and never hand out a bundle of bills or a handful 
of change; but rather, count it out as a bank teller does. 
When you are satisfied the amount of money is correct, 
you may be asked to sign a receipt which you should not 
hesitate to do. 

The next thing you should find out is where the money 
is to be kept during office hours 
and after hours when you are not 
there to watch it. The best prac- 
tice is to keep the cash drawer 
(with separations for different 
denominations of coins and bills) 
in a separate locked compartment of the office safe. If this 
is not convenient during working hours, you should pro- 
vide a drawer in your desk or a filing cabinet which can 
be locked separately and you should be sure that you are 
the only one having a key for this drawer. Now that you 
have taken steps to protect yourself, let’s see what you can 
do to be of service to the office. 


You should ask the cashier to explain what kinds of 
disbursements are to be made from the fund and on whose 
authority. If the fund is properly operated, you will find 
that each disbursement should be signed for by the person 
receiving the money and approved by a responsible official 
on a petty cash slip or bill from a vendor. These slips and 
the approvals should always be written in ink to prevent 
them from being changed later. If you are to designate 
the account numbers on the slips, ask for the official chart 
of expense accounts. Ordinarily, you will find someone in 
the accounting department willing to do this little chore 
for you. 

The sum of the petty cash slips (and paid bills) plus 
the cash remaining in the drawer should always equal $50. 
Adding these amounts to check the total is called “balanc- 
ing” the fund. You should balance at least once a day to 
make sure that you have not been short-changed or have 
not short-changed someone else. If you have a total of less 
than $50 you are said to be “short.” If the sum is over $50 
you are said to be “over.” Do not try to make up a short- 
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age and whatever you do, don’t take an 
overage into your own pocketbook, but 
report these conditions promptly to your 
superior. 

Personal IOU’s are normally frowned 
upon in a business and should be no 
part of a petty cash fund. Personal 
checks should be cashed only with the 
approval of a responsible official. Such 
checks should be made payable to “cash” 
rather than to the company, and arrange- 
ments should be made at the bank to 
enable you to cash such checks to re- 
plenish your fund. If possible, you 
should have the cashier introduce you 
to the bank teller for this purpose. 

You may find that the $50 fund does 
not last for the entire two weeks and 
you may have to request reimbursement. 


The cashier can explain the proper rou- 
tine in your office, but normally the re- 
imbursement request consists of a listing 
of the petty cash slips and paid bills 
which are then attached to the request. 
This then becomes a voucher which will 
be approved by the proper official and 
in due course you will receive a check 
from the treasury department made pay- 
able to you or to “petty cash.” You can 
take this check to the bank and obtain 
currency in the denominations desired 
and replenish the petty cash fund so 
that you again have $50. 

The following is a simple form of 
petty cash reconciliation, which can be 
used to balance, showing the amount 
($20.24) required to replenish the 
fund: 


CENTRAL OFFICE PETTY CASH FUND 
RECONCILIATION, OCTOBER 31, 1952 




















CURRENCY: 
Quantity Denomination Amount 
1 $10.00 $10.00 
2 5.00 10.00 
3 1.00 3.00 
4 50 2.00 
10 2 2.50 
15 10 1.50 
11 05 55 
ZA 01 21 
Total currency and change $29.76 
DISBURSEMENTS: 
No. Date Paid to Amount 
327 10/20/52 _— Railway Express Agency $ 2.76 
328 10/22/52 Postmaster 5.00 
329 10/24/52 Distilled Water Co. 3.18 
330 10/27/52 Office Supply Co. 9.30 
Total disbursements $20.24 20.24 
Total amount of fund $50.00 


The above form is one auditors often 
use. Incidentally, if an auditor appears 
on the scene while you have your fingers 
on the purse strings, don’t be frightened. 
If you have followed the above rules, 
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you will have nothing to worry about. 
But should he give you that fishy-eyed 
look, which incidentally all auditors are 
capable of doing, there is nothing per- 
sonal about it. 





DINNER FOR TWO 


(continued from page 9) 

her pocketbook and the two tickets. The 
date on the tickets stood out in bold 
type—September 26th. “It is the 26th, 
isn’t it Mr. Leach?” 

“It is, Miss Johnson.” 

She wiped the tears from her eyes and 
sniffed. “Tell Overstreet I have two 
tickets to the turkey supper at St. Marks 
Church. I'd be happy if he would take 
me. Dinner starts at six-thirty. If we're 
not there promptly we'll have to stand 
in line.” 

Leach looked at her in a I-don’t-think- 
I-get-the-angle fashion and walked back 
into his office. In a few minutes he re- 
turned and stood close to her desk, 
“Miss Johnson.” 

“Yes, Mr. Leach.” 

“Mr. Overstreet doesn’t want to go 
to a turkey supper.” 

“I think I understand,” she said soft- 
ly. “Church suppers don’t appeal to his 
type.” 

“On the contrary, he attends many of 
them back home. But when he’s in the 
big city...” 

“Then what should I do, Mr. Leach. 
I thought he would enjoy seeing how 
city women put up a country meal.” 

Leach paced off the short distance to 
the window, “I hope this won't hurt 
your feelings, Miss Johnson, but you've 
complicated things terriby. He's sitting 
in there very much embarrassed. He 
knows he asked you to arrange things. 
Yet, he’s dead set against going tq a 
church supper. Now if you could leave 
before he comes out here again... 
Well, I could take him out to the coun- 
try club for lunch and bring him back 
into town for an evening.” 

“You want me to leave now?” 

“If you will, please.” 

“Should I come back tomorrow?” 

“Why not?” 

“These letters—your work—it'll be 
the third day and I haven't earned my 
salt.” 

Leach pulled himself up with an air 
of an authority, “Miss Johnson, this 
business of orientation does take a while. 
We both must face it. Please run along 
and I'll see you at nine tomorrow.” 

“Thank you, Mr. Leach, I'll be here.” 
She brushed the contents of her pocket- 
book back where they belonged, shoved 
the letters into her desk drawer and 
covered her typewriter. As she adjusted 
her hat she made a mental note to pay 
her landlady for the tickets. They were 
even better protection than the little hat- 
pin she was working into her hair. 
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“style -wise” 


Fashions 


for Fall 


Ons “campaign issue” that never fails to present itself 
each clothes-choosing season is how to balance the budget 
—regardless of the budget’s size. Proof that a woman may 
look the way she wants to look at the price she wants to 
pay was offered this fall by the New York Dress Institute’s 
“Style-Wise” series of showings of low and moderate price 
fall fashions. 


The clothes, which are priced from $18 up to $150, are 
now on sale at leading stores throughout the country. 

The series, reflecting topflight trends, presented widely 
best-selling fashions all over the country from thirty prom- 
inent New York manufacturers. Three comprehensive styles 
for the professional secretary were shown starting with day- 
time business clothes, dress and after-5 fashions. 


It will be a look of “full measure” for Fall, and a refresh- 
ing independence of treatment in silhouettes in all daytime 
clothes. Eye catching fabrics, used to fullest advantage in 
the interest of texture and color, have been applied alike 
to dresses and two and three-piece costumes. No one “look,” 
but any number of interpretations of the high, wrapped 
and low-waisted themes, the princesse and pencil lines, and, 
in coats, the fitted and loose shapes, add to the harmony of 
the clothes as a whole. 

Slim to easy skirts dominate in misses and women’s fash- 
ions, and in addition to wools and new wool mixtures, the 
Fall styles feature fresh “winter cottons” for warmer cli- 
mates of the country. These include cotton tweed, cotton 
alpaca, and cotton sharkskin. 

The coat dress featured on this page appeared in jersey 
tweed, velveteen, worsted and ribbed silks in flared, slim 
and wrapped versions. 

Slim suits with fitted or belted jackets, most often in 
flannel or thin tweed, feature the simple-in-line form for 
the fall. They claim the number one spot in the suit show- 
ing of the Fall “style-wise” series. 

Fabric news holds the spotlight this Fall with the latest 
color news. Wools include twee? in two-toned mixtures of 
light red with beige, bois de rose with brown, and most 
often, black with white or grey . . . and soft, tweedy pat- 
terned jerseys with and without nylon content. Crisp worst- 
ed in muted two and three toned stripes and miniature 
checks are balanced by worsted jerseys and crepes in solid 
colors of grey, beige, orchid, vivid purple and black. Dark 
clan plaids appear both in wools and alpaca, corduroy in 
both sports clothes and dressy dresses. 


THE COSTUME LOOK ... Deftly angled to countless 
changes of pace by Adele Simpson this Forstmann dress of 
juniper green chiffon flannel with jutting pockets in the 
slender peg-top skirt repeat the curve of a high cardigan 
collar. Blazer-bound in flannel is the little matching-toned 
box jacket of Mirrak, a densely curled coating. One of the 
many smart jacket and dress duets in textured and smooth 
woolens of kindred color. - 











YOUR AFTER-5 DRESS 
— A pink faille pull- 
through scarf for a navy 
faille David Levine dress 
that retails at $69.95, 
sizes 10-20. 


FOR DAYTIME BUSI- 
NESS—Deep high pock- 
ets emphasize the jacket 
of this 10-18 size red 
wool suit selling for 
29.75 by Fashion Wear. 
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For high-power eyes, see that your * 
brows are trim and well tended, via 

a good tweezer. This one, called twis- 
sors, is a midget version of the tweez- 

er with scissors handles. Curved, so 
that the user has a clear view of the 
job, they have blunt ends to assure 

a firm grip on each unwanted hair. 
Comes in its own button-down case 
for easy carrying. 


Never underestimate the power of 
your eyes ... nor the need to keep 
them well groomed. For this a girl’s 
best friend is Kurlash, efficient eye- 
lash curler, which accounts for that 
extra touch of glamour. For easy 
carrying in a purse, this beauty aid 
now comes in a new, fold-down ver- 
sion with its own plastic case. Added 
attraction is the removable, rubber- 
lined bow which permits perfect 
cleaning and replacement. 


Ww 









Joe 
a ‘ 


“ For that look of dewy freshness about the eyes apply Kurlene 
... colorless lash cream. Stroked on the lashes with the finger- 
tips or a small brush, this pomade will coat each one of the 
150-200 hairs of the upper lid, so that their feathery ends will 
glisten and show up against the whiteness of your skin. Re- 
sult: longer-looking lashes without a “made-up” look . . . the 
hairs pliable and ready for being swept upward with an 
eyelash curler. 
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Au eyes are on eyes this year, and you'll want yours to 
be well groomed, whether or not you use eye make-up. For 
beauty is competitive. That's the underlying reason why 
there are fashions in clothes and cosmetics. 

And now, because the fashion focus is on eyes, good 
grooming is especially needed for “the windows of the 
soul.” For only YOU look out of your eyes: every one else 
looks into them. What they find is a picture of you. What 
you do is to make—or mar with neglect—the frame around 
that picture. 

Only three beauty tools are needed for a complete job 
of eye-grooming: (1) a good professional tweezer, (2) a 
rich lash pomade, and (3) an eyelash curler. 

Select your tweezer for its performance, its precision and 
firm-gripping jaws. One of the most efficient of these im- 
plements is called Twissors, because it has scissor handles, 
easy for a woman to operate and to achieve maximum pres- 
sure at the pulling point. Designed with a curve at the 
center, so that the user may have a full and unobstructed 
view of the proceedings, the ends of this implement are 
blunt, in order to prevent any nipping of the skin around 
the tender eye area. 

Never pull hairs out at right angles, or against the nor- 
mal manner of growth. For quickest, most effective results, 
always pull the unwanted hair in the direction in which it 
is growing. A soft cloth, wrung out in hot water and ap- 
plied to the brows before tweezing, prepares the area and 
reduces any discomfort. 

Fortunately, we now recognize that each face has its own 
distinctive eye arch, and that Nature has designed for each 
of us the browline that suits us best. So—no need to altar 
these winged curves of yours. Simply clean out the strag- 


The Secretary 


gling hairs that clutter the natural arc above the eyes, or 
that give a frown across the nose. You'll wonder afterwards 
why you ever allowed such weeds to grow and spoil the 
loveliness of your eyes! 

For convenience in carrying, or for keeping handy at the 
office, a new midget Twissor has just been designed, with 
the same practical functions, but in pint size, buttoned up 
in a clean, plastic case. 

Second in the trio of eye-grooming aids is a colorless 
pomade, or lash cream, to give depth and grace to brows 
and lashes. Applied to the browline, it makes hairs glisten. 
A touch on the lids gives a healthy, dewy sheen. And 
stroked on the lashes, with the finger or a small brush, it 
makes them appear longer and thicker, because every hair 
is darkened right down to the tip. Many lashes seem shorter 
than they are, because their light tips do not show against 
the whiteness of the skin. Such lashes are brought out in 
all their beauty when the rich oils of a scientific cream are 
stroked down their length. 

For daytime wear, such a pomade, colorless in itself, 
makes a perfect dressing for well groomed brows and lashes. 
But it should never be used with mascara, for they are 
chemically incompatible. If mascara is worn, the lash cream 
can be applied at night to help promote luxuriant lashes 
and brows while you sleep. 

Scientists tell us that lashes are constantly replacing them- 
selves and are in all stages of growth at the same time. 
This means that the hair lengths vary from long to short, 
and are never entirely “grown out.” Thus, all the lash ends 
should be made smooth and pliable before they are ready 
for the final beauty step—curling. Be careful to apply your 
lash pomade evenly, so that the hairs are brushed out and 
not stuck together in spikes. For no one wants to look the- 
atrical or have the “made-up” look of an early movie star. 
Always strive for a natural effect which, as every wise 
woman knows, is achieved by using beauty aids with art 
and discretion. 

And now, for the third and final step in perfect eye 
grooming—the eyelash curler. This modern implement, 
especially designed for the purpose, produces the desirable 
wide-eyed looked in thirty seconds. The idea that eyelash 
curlers originated with stage and screen stars is sound, for 
cameramen early discovered that eyes look larger and more 
luminous when lashes are swept upward, since more of the 
iris is revealed. Occulists realize the same truth, only they 
recommend curling the lashes to keep them from brushing 
against the lenses of eye glasses, and producing irritation of 
the lids. So, eyelash curlers are both romantic and func- 
tional. 

After the lashes have been prepared for curling, simply 
insert them into the curved rubber cushion designed for 
the purpose, and press the scissors handles firmly together 
while you count slowly to thirty. Release, and presto!—your 
lashes curve upward like a movie star’s, who probably does 
the very same thing! 

Should the pliable rubber bow against which the lashes 
are curled become soiled, it can be easily removed for 
cleaning. And when it shows signs of wear, it can now be 
replaced with a new snap-in refill, ready-made from the 
factory, requiring no time or knowledge to make the ex- 
change. 

For added convenience, this little beauty gadget also 
comes in purse-style size, with its own carrying case that 
protects it and keeps it folded into small space. So you can 
have upswept, glamour-eyes wherever you go. 
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Marie D. Mitchell, Editor “Whirlpool Whispers” Niagara Falls, 
| (New York) second prize winner in Bulletin Contest. 





















PICTORIAL REVIEW Helen A. Moe, Editor “Hawkeye Keyhole” 
(Des Moines, Iowa) accepts third award 
in Bulletin Contest. 





ONVENTION 
AWARDS 





Mrs. Kitty Baltasser, Secretary of the Year 1950; 
Lois Anne Dryer, Secretary of the Year 1952; 
Mrs. Lorene Bolt, Secretary of the Year 1951. 


® ®@ 


Receiving line at Convention Open House 
sponsored by Southeastern District Chapters. 


Genevieve Dahl, Chairman National Editors’ 
Committee, awards trophy to Mrs. Mildred 
Bryan, Editor “Pitt Patter,” Pittsburgh Chapter. 


Margarette Bibb presented Southeastern Dis- 
trict Membership awards. 


Installation of National Officers by Mrs. Margaret 

Dwyer. Left to right—Helen Boyle, Dolores Lang, 

Marguerite Dodds, Margaret Hesemann, Mrs. Shella 

a Mrs. Lilyan Miller, and Mrs. Mary H. 
arrett. 


Mrs. Lilyan Miller, Northeastern District Vice 
President, giving Northeast Membership award to 
Mrs. Agnes K. Peterson, President New York 
City Chapter. 


Frances Smith, Editor of Evergreen Bark, winner 
of 1951 Bulletin Contest, accepting permanent 
trophy for Evergreen Chapter (Denver, Colo.) 


. ; + tye 
Mrs. Kelly Purser, Chairman Scrap Book Commit- 
tee, presenting first prize to Marjorie J. Porter, 
President Worcester Chapter (Worcester, Massa- 
chusetts ) . 
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In this article, we begin the study of real property 
or realty, as distinguished from personal property or 
personalty. : 

Real property refers to land or anything permanently 
attached to it. Everything else is personal property. The soil 
and minerals in the ground are real property, but when 
severed they become personalty. Trees and shrubbery are 
classified in the same way. 

Items of personal property may become part of the real 
property. If they are, they are called “fixtures.” The decid- 
ing test is whether the article has been attached or affixed 
to the real estate so that it cannot be removed without in- 
jury to the property. Also of considerable significance is 
the intention of the person, and the purpose or use for the 
item he annexed. The problem is important because the 
owner of a house who sells it and moves may decide to re- 
move certain furnishings. If those things are personal prop- 
erty, he can remove them; if they are part of the real estate, 


he cannot. 
Izzy Klever sold his home 


to Al Egany. Before Izzy 
moved out, he removed a 
mirror which he had in- 
stalled the year before, in 
his living room. The mir- 
ror was attached to the 
wall by heavy screws and 
was made to order to fit 
that precise spot. Klever 
claimed the mirror was 
personalty because it was 
not there when the house was built. Al sued and recovered 
damages. The mirror was made to fit the wall and was 
attached in such a way that its removal injured the wall. 
So, Al won. 
There are different kinds of interests in real estate. 

These may be classified as: 

(a) Estate in fee simple 

(b) Life Estates 

(c) Tenancies for years 

(d) Tenancies at will 

(e) Estates at sufferance 

Estate in fee simple is the most complete ownership one 

can secure. It gives the owner the right to use, almost with- 
out limitation, to give away or to sell the property. It is 
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for the secretary 


by HOWARD P. REUTER, Aftorney at Law, 
Member of the Allegheny County Bar Association 
Pittsburgh, Pennsylvania 


unqualified ownership. When the owner dies, he may de- 
vise it (give it in his Will); if he fails to do so, his heirs 
at law inherit it automatically. This is the most common 
type of ownershp, and when one says he owns property, he 
usually means that he owns it in “fee simple.” 


“Life Estates” are fairly common in law. This is an 
estate in property for the life of a person. See how 
simple law is? 

Horner executed a deed for his home to Anna Bell, a 
cute blonde, for and during the term of her natural life. He 
died. Anna Bell had two children and upon her death, they 
claimed the property. The heirs of Horner were entitled to 
the property on her death as he had deeded the property to 
her only for her life. The property automatically then re- 
verted to Horner's heirs. 


There are special rights in real estate called “easements.” 
An easement allows a person or persons to use designated 
real estate for specified purposes. It is not an ownership of 
land. One may grant a right to others to cross his land, to 
put telephone poles on the land, to lay pipes underneath. 
These are all easements and may pass with the land or ter- 
minate, depending on the instrument creating the easement. 

Real estate law is rather 
technical. When you pur- 
chase real estate, it is well 
to consult your attorney, 
as the pitfalls are many. 
(Of course, merely con- 
sulting an attorney may be 
a pitfall in itself. Yak! 
Yak!) 

(The foregoing article 
was referred to Mrs. Ruth 
Toth, a steel company sec- 
retary. Ruth commented as follows: I'm delighted that 
we're including a series, beginning with this article, on real 
and personal property, for it’s a subject too many women 
fail to understand. The male sex seems to dominate the 
field of law, and perhaps that’s one of the reasons so many 
of us instinctively turn to the men in our lives to help us 
figure out our legal status, when questions arise. I'm going 
to take advantage of this chance to learn exactly what my 
property rights are, as explained in this simplified way. 
Won't you join me? ) 
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TELEVOICE SYSTEM (124) 


The TeleVoicewriter, unit of the Edi- 
son TeleVoice System. The System con- 
sists of one to twenty telephone-like d: 
tating stations wired to a central record- 
ing instrument. According to the makers, 
the TeleVoice System is foolproof in op- 
eration and greatly speeds the flow of 
dictated correspondence. 





COPY-RIGHT COPY- 
HOLDER (125) 


The Copy-Right Copyholder keeps the 
right line always before the typist’s eyes 
—one line at a time. The unit is self-sup- 
porting and stands behind any model 
typewriter. The paper-holding plate can 
be tilted forward or backward to improve 
lighting. 
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REGIONAL MEETINGS 


Northwest—HOSTESS CHAPTER, POCATELLA, IDA. 
Time: October 4-5 
Place: Bannock Hotel 
HOSTESS CHAPTER, SALEM, OREGON 
Time: November 1-2 
Place: Senator Hotel 
Southeast —HOSTESS CHAPTER, DURHAM, N. C. 
Time: October 17, 18 and 19 
Place: Washington Duke Hotel 
HOSTESS CHAPTER, WILMINGTON, 
DELAWARE 
Time: October 31, November 1-2 
Southwest—HOSTESS CHAPTER, COLUMBIA, MO. 
Time: October 17-18-19 
Place: Daniel Boone Hotel 
DISTRICT MEETINGS 
Southeast —HOSTESS CHAPTER, COLUMBIA, S. C. 
Time: February 20-22 
NATIONAL CONVENTION 
Seattle, Washington — July 15-18 




















BUCKI-TALK: 


A runin your Nylons 

is not like Buckeye 

Ribbons and Carbons. : 
Know why? o) 


Buckeye dresses-uP 
work; never looks 
Sloppy. And does tt 
wear /But yes, 


Im yours, if you want me! Just 
write muy people, Tell Them 
so Want pore we 7 
n OV QOOd juck an 
mi on +o aSk for 
Buckeye Ribbons and Carbons 


7211 StClair Ave,Cleveland 3, Ohio 








29 





mith these tips... . 


YOU CAN WORK ALL DAY and 
STILL SERVE DINNER AT SEVEN 


Dinner for four at seven—in your own home. Quite a 
job, you say, for someone who leaves the house at eight 
and never returns till past six. 

To the contrary, preparing an evening meal for several 
friends and yourself can be fun and easy to do if you're 
careful to select a menu that takes little last minute prep- 
aration. 

Here, for example, is a meal that’s certain to impress your 
guests with its originality and downright deliciousness and, 
at the same time, win your heart by being ready for the 
table in short of 45 minutes. 

PARTY SALAD PLATTER 
JIFFY LOBSTER NEWBURG 
BROCCOLI TOMATO SLICES 
TASTY FRENCH BREAD 
MINT PARFAITS ANGEL CAKE 
COFFEE 

Out California way they begin their meal most often 

with a crisp salad, a novel touch for your informal enter- 
















Mint Parfatts 


With Angel Food Cake j 
Finishes Your Meal 
in Gala Fashion. 









taining. For your special dinner-at-home, arrange on a let- 
tuce leaf a celery stick stuffed with your favorite cheese 
spread, several carrot curls, olives—black and green, and a 
radish rose. Some of those appeteasing crackers—the kinds 
flavored with sesame seeds, cheese or onion—go well with 
this type of salad. 

Lobster is always luxurious eating, but one of the most 
exciting ways of serving this seafood is a la Newburg. Ten- 
der bits of pink-tinged lobster are blanketed in a rich cream 
sauce enlivened with sherry and flecked with slivers of 
golden mushrooms. 

Lobster Newburg, however, has always been a temper- 
mental dish to prepare. It was, that is, until the following 
recipe for Jiffy Lobster Newburg was developed in the test 
kitchens of one of our leading food processors. In place of 
the difficult cream sauce, condensed cream of mushroom 
soup is used. The soup, a blend of rich country cream and 
tender, young mushrooms, is so satin-smooth, so beautifully 
seasoned that it makes the perfect base for the lobster. 
While the addition of sherry is necessary for a true Lobster 
Newburg, you can omit it and still have a tasty dish. 

Jade green broccoli—the frozen kind—arranged picture- 
pretty on a platter with red-ripe fresh tomato slices adds a 
colorful note to your table. 

And for that “gourmet” touch, serve crisp-crusted French 
bread cut in hearty slices, spread with zesty mustard butter, 
and baked till the full flavor of the spread penetrates the 
loaf. 

For a gala finish to your meal-at-home, serve mint par- 
faits and angel cake. The parfaits, like everything so far, 
are jiffy-quick to prepare. A half glass of mint flavored 
apple jelly whipped till of spooning consistency and a pint- 
and-a-half of ice cream are all you need. 

Arrange alternate layers of emerald jelly and ice cream; 
top with a maraschino cherry. 

A centerpiece of autumn fruits or flowers, candles, dis- 
tinctive place mats and your best dishes will help make 
your meal more festive, of course, but it’s the food itself 
that will take the spotlight this night. Food you prepared 
yourself—in short of a jiffy. 












Jiffy 
Lobster 
Newburg 


Makes a 
Glamourous Party 
Main Dish. 














courtesy H. J. Heinz Co. 







TASTY FRENCH BREAD 


\/, cup butter or margarine 
| clove garlic, peeled 

| tablespoon mustard 

| loaf French bread 

Heat oven to 325°F. (moderate). Soften but- 
ter. Add garlic; mash slightly with fork. Let 
stand 30 minutes or longer. Remove garlic. 
Add mustard. Cut bread diagonally into thick 
slices almost to bottom of loaf. Spread mix- 
ture generously between slices and over top 
of loaf. Place on cookie sheet. Bake at 325°F. 
for 15-20 minutes (at the same time you bake 
the Jiffy Lobster Newburg). Serve immediately. 





JIFFY LOBSTER NEWBURG 


I'/44 cups canned or cooked cubed lobster 
(1 lobster tail) 

| 1034-0z. can condensed cream of mush- 

. room soup, undiluted 

2 tablespoons sherry 

'/, cup soft bread crumbs, moistened with | 
tablespoon melted butter 

Feat oven to 325°F. (moderate). Combine 

first 3 ingredients. Spoon mixture into 3 shal- 

low individual baking dishes or custard cups. 


Top with bread crumbs. Bake at 325°F. for 
15-20 minutes. Makes 4 servings. 
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mental growth” 


The Story of Mrs. Mary T. 
Young, CPS, of Providence, 
Rhode Island 


The framed quotation tells the philosophy of Mrs. 
Young, secretary to the President of Textron Incorporated, 
fourth largest producer of grege goods in this country. 
She has just recently been elected Assistant Secretary of 
Textron Incorporated (the parent company) with 8,000 
employees; Textron, Inc., the northern operating subsidiary; 
and Textron Southern, Inc., the southern operating subsid- 
iary—holding the distinction of being the only woman of- 
ficer of her company and ‘its subsidiaries. Mrs. Young is 
quite thrilled at being one of the first to have passed the 
CPS examination at Hunter College in the 1951 group of 
entrants. 

Born in Newport, Rhode Island, Mrs. Young received 
her early education at St. Mary’s of Newport, John Clarke 
School, and Rogers High School, all in the home town. She 
then moved to Providence and entered Tefft Institute for 
a two year secretarial course. She included the extra courses 
of Spanish, French, business correspondence, and letter 
writing, in her educational background. 

A Charter Member of the Providence Chapter NSA, she 
served as Parliamentarian, 1951-52; and is Chairman of 
the Publicity Committee, 1952-53. She is also a member of 
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“Every secretary to a busy executive bas an interesting and 
stimulating job -- one that never becomes monotonous. No 
day is like any other day and each new day brings new ex- 


periences, new responsibility, and consequent 
















ee 


Mrs. Mary t. Young 





NOM<A, and has served on its Education Committee, Meth- 
ods Clinic Committee, and is presently a member of its 
Board of Directors. She is a member of the St. Sebastian’s 
Liturgical Choir and The American Rose Society. 

Mrs. Young received her early business experience as 
secretary to Personnel Director of the New England Tele- 
phone & Telegraph Company. She later took a position 
with Scudder, Stevens & Clark, Investment Counselors. 
“This position,” she relates, “gave me good experience in 
securities, the stock market, and a lasting interest in in- 
vestments.” 

During the period of World War II, Mrs. Young became 


secretary to the Treasurer of The Textile-Finishing Machin- 
(continued on page 39) 
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WEBER TAG-O-GRAPH 
MACHINE (126) 


A new electric model of this machine 
which prints, addresses or marks, counts, 
and cuts-to-size shipping and _ identifica- 
tion labels in one operation is now avail- 
able. Completely automatic, the new 
Model KC-E features a counter that can 
be pre-set for the desired number of 
labels, then shuts the machine off when 
the last label has been printed. Label stock 
is automatically fed through the machine 
and 100 printed labels are produced every 
minute. 





GONCO JAC-A-DESK (127) 


This practical typewriter desk stabilizer 
is now being manufactured with a seam- 
less aluminum casing. The new casing 
reduces weight to five ounces, yet the 
stabilizer will sustain the same weight as 
the previous model. Locking device of the 
unit operates smoothly and positively. 
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OUIZ 


This test will tell you how well you're 
keeping up with the world. If you answer all 
twelve questions correctly, you qualify as an 
“expert” on international affairs. 11-10 right 
means you're well informed. 9-8 right shows 
you're as well informed as the average per- 
son. Below eight right indicates that you 
need to devote a little more time to your 
daily newspaper and newsmagazine! 


1. What percentage of eligible persons 
voted in the 1948 national election? 
(a) 67% (b) 82% (c) 51% 
2. One of the stage’s brightest stars died 
recently. Her last big hit was “The King 
and I,” and her name was: 
(a) Beatrice Lillie (b) Gertrude 
Lawrence (c) Moria Shearer 


(continued on page 36) 








NEXT MONTH 


Continuing our new policy of 
publishing a story to go with our 
cover picture, 
the November 
issue of THE 
SECRETARY 
will tip its hat to 
the secretaries 
working in the 
nation’s vast 
rubber  indus- 
tries. Be sure to 
look for the ex- 
clusive write-up of one of “the” sec- 
retaries in this field, which tells how 
she became a valuable asset to her 
executive boss and why he rates her 
so highly. 

If you're like the majority of peo- 
ple who want to get the most for 
their money you wouldn't want to 
miss the helpful financial article 
which will show you why you can 
get worthwhile dividends through 
investments of securities. 
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Narrow street in the Montmarte section of Paris. 


Although Haiti is situated deep in the tropics, it can boast 
of cool mountains towering 5,000 feet and higher. The 
scenic views are especially beautiful in the morning as this 
one from the Chatelet des Fleurs shows. 


A popular Bermuda pastime is photographing from Gibb’s Hill 
Lighthouse, where you can take many different panoramic shots of 
the islands. 











P For The Fall Tourist 


a round of ideal vacation spots 


at home and abroad 


by WAYNE C. LACOCK 


The Secretary 


Wayne Travel Service 


= bright blue weather was made to order for the late vacationist— 
including the career girl who has been waiting all summer for the chance to “get 
away from it all.” 


At home and abroad there are all sorts of places, large and small, with full 
programs of activities extending through the fall and early winter months. 


The entire nation is more tourist conscious than ever and so are our neighbors 
to the North and South, the countries of Europe and the islands at sea. Resorts 
have sprung up where there was only barren waste land a few years ago; man-made 
lakes spread over thousands of acres that had been steep, wooded ravines; new 
beaches line the oceans’ surf and ribbons of concrete roll on and on to open new 
vistas of nature’s loveliness for the traveler. 

Visitors to Florida should not overlook one of the marvels of modern engi- 
neering of the Western world, Florida’s Overseas Highway connecting Miami with 
the Florida Keys and Key West. 


The 157-mile-long thoroughfare hops from key to key until it reaches the Is- 
land City giving the traveler the impression her auto is at sea. This trip can also 
be made by bus and the Greyhound lines have a tour set up. From the time the 
traveler leaves the Florida mainland, he is in the former haunts of pirates and that 
equally murderous band known as the “ship-wreckers” who caused ships to run 
aground by placing false light. Buried treasure has been found on several of the 
keys that stretch out to sea like gigantic stepping stones. There are 39 bridges on 
the route, one of which is seven miles long. 


Southern California has a right to boast of its 50-mile ocean front just north 
of the International boundary between the United States and Mexico. Here wide, 
sandy beaches are washed by the Pacific while 30 miles inland are mountain recre- 
ation areas with wooded groves, lakes and picnic grounds. San Diego County has 
a long list of events lined up for the next two months to keep visitors busy. 


While most of the architecture and facilities in Port-au-Prince belong to an- 
other era, the little nation’s mountainsides are dotted with resort hotels and villas, 
many of them the last word in luxury and conveniences. Broad verandas overlook- 
ing sweeping views, sparkling swimming pools and French cuisine at its best add 
to the comforts of vacationists and help lull them into blissful relaxation. 

(continued on page 37) 
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current events 


? 
QUIZ 


(continued from page 33) 


3. What “crooner” was arrested in Boston 
a few weeks ago on a drunkenness 
charge? 

(a) Bill Farrell (b) Frank Sinatra 
(c) Johnny Ray 

4. What union official is scheduled to re- 
tire next month after holding the presi- 
dency of his union since 1907? 

(a) John L. Lewis (b) Dan L. Tobin 
(c) William Green 

5. The director of the Federal Mediation 
service quit four weeks ago after serving 
as agency head since 1947. He was: 
(a) David L. Cole (b) Cyrus S. Ching 

(c) John Service 

6. One of candidate Eisenhower's brothers 
has a post similar to one Ike held at 
Columbia University. Milton Eisenhower 
is president of: 

(a) Nebraska (b) Kansas State 
(c) Penn State 

7. The Air Force’s improved F-86, now in 

combat in Korea, is known as: 


(a) the Thunderjet (b) the Sabrejet 
(c) the Rocket 
8. Dick Button, America’s Olympic skat- 
ing champion, recently turned profes- 
sional when he joined one of the coun- 
try’s leading ice shows. It was: 
(a) Ice Capades (b) Ice Follies 
(c) Ice Cycles 
9. Of today’s best sellers, the Caine Mutiny 
has stayed on the top of the publishers’ 
list for 17 months. It still hasn’t topped 
the record set by: 
(a) Forever Amber (b) Gone With 
the Wind (c) The Robe 
10. The combined naval forces of the coun- 
tries comprising the Atlantic Pact have 
just completed a large operation at sea 
called: 
(a) Coldnose Operation (b) Operation 
Dolphin (c) Operation Mainbrace 
11. What statesman has served the Repub- 
lican Party during the last two presi- 
dential campaigns as its official drafter 
of foreign policy: 
(a) Arthur Vandenberg, Jr. (b) James 
Duff (c) John Foster Dulles 
12. What Pan American country recently 
celebrated its Independence Day: 
(a) Chile (b) Peru (c) Mexico 


QUIZ ANSWERS 


(2) ‘ZI fa) “6 
(2) “Il (q) °S 
(2) ‘Ol (q) ‘b 
() 6 (2) °¢€ 
(8) ‘8 (q) ‘2 
(q) ‘2 () ‘IT 









Beauty 


vurite my 
Iimalmos 


cheeks and 


| om like you'll fin 


| uckeye Ribb ons and Car bons ‘ 
| 7211 Si. ClairAve, Cleveland 3, Ohio 


Do you know why ado3en 
longstermmed American 
Roses are like 


Buckeye Ribbons and Carbons 7 


‘Cause MotherNature is no 
prouder 


than | am of 
“~*~ and Carbons.Both take prizes 
mn beauty and pleasure they give. 


Im waiting for uov toclaim me.Just 
eople Tell them you want me. 
' Two inches Tall; wei 
five ounces and will appreciate 

loving carc.You Can even rouge m i] 

é pedicure my paws with 
| nail polish. 1) be your work- friend 
m 





her flowers 
BuckeyeRibbons 


our 














36 





Office 
poataid eteye ts 








BURROUGHS MULTIPLE-TOTAL 
FIGURING MACHINE (128) 


A new Burroughs multiple-total machine 
capable of giving totals up to 99 billion 
and handling four sets of figures simul- 
taneously combines versatile performance 
with the overall proportions and easy 
portability of desk model business ma- 
chines. Two models are available—a 13 
column keyboard model and a 10 column 
machine. The unit will deliver instantan- 
eous group as well as grand totals. In ad- 
dition, it adds and subtracts with equal 
ease and prints true minus totals without 
extra operations. 


SHEAFFER SNORKEL PEN (129) 


A new fountain pen, known as the 
Snorkel and called the first practical mess- 
proof ven, has been developed by W. A. 
Sheaffer Pen Company. The pen is filled 
without dipping the pen point in writing 
fluid. It has a small extensible tube that 
pushes out from under the nib and draws 
in ink without wetting the nib or any 
part of the pen but the tube itself. The 


“pen features a pneumatic plunger and 


wastes no ink in filling. The Snorkel is 
available in nine models, priced from 
$12.50 to $120, tax included. 


The Secretary 
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MARK-ON LABELING TAPE (130) 


A new smudge-proof pressure-sensitive 
labeling tape, known as ‘“Mark-On” tape, 
is designed for all-round office use— 
labeling files, file folders, special reports, 
drawers, notebooks, cards, notices, etc. 
The tape’s writing surface is located be- 
neath a protective covering of transparent 
acetate film tape and permanently repro- 
duces any message. Any blunt-pointed ob- 
ject can be used to write on the acetate 
film. “Mark-On” tape can be applied to 
any clean and dry metal, plastics, glass, 
wood or paper surfaces. It is resistant to 
water, acid and oil. Available in 14- and 
34-inch widths on 648-inch rolls. 





SAF-T-CUT CUTTER (131) 


A new type of cutter known as the Saf- 
T-Cut has been designed for use wherever 
a keen cutting edge is required. The cut- 
ter may be used as an envelope opener, 
and for cutting wrapping paper, cloth, 
acetate, string, cardboard. Transparent 
polystrene guards completely protect the 
blade. The Saf-T-Cut is made in four 
colors: red, blue, green and black. 
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(continued from 
page 35) 





Other San Diego visitors will head for the fascinating border town of Tijuana 
with its colorful import shops and novelty stores plus year round Sunday horse 
racing and jai-alai at the million-dollar Fonton. On the way to Tijuana the visitor 
will want to look in on the community of Coronado with its mile long beach, 
smart shops and world famous del Coronado Hotel. Then too there is Point Loma, 
most southwesterly spot of land in the United States with its Cabrillo National 
Monument, commemorating the discovery of California at San Diego by Juan 
Rodriquez in 1542. 

In old San Diego, “where California began” back in 1769 there are several 
old adobes dating back to the city’s early days. San Diego's big Balboa Park is one 
of the most popular spots of its kind in California. The recreational center of the 
city, it contains the huge Spreckels outdoor pipe organ, Fine Arts gallery, the Old 
Globe Theater, Museum of Man, Natural History Museum, the Cafe del Rey Moro 
and the 200-acre San Diego Zoo, one of the largest and finest in the world. Little 
wonder then that each year sees more and more early winter vacationists heading 
for Southern California and increased transportation facilities have made it easily 
accessible from any part of the country. 

Hawaii always has held tremendous appeal for the vacationist and from now 
until late November the islands will be steeped in the carnival spirit. It is a carni- 
val of island culture, feasts and folkways. Even peaceful little Molokai island, 
neighbor to Oahu and Maui, is going to have a big time this year. 

All through the Honolulu festivals families from Hawaiian communities will 
spend the days in an authentic grass hut village a short bus ride from Waikiki. 
There visitors may see them preparing native dishes and following the customs of 
their ancestors. At Kapiolani park there is a pageant of all races including Japan- 
ese classical dancers, hula girls, fast-footed Filipinos and plump Samoan chiefesses. 
There will be native feasts, a luau featuring pit-roasted pig, fresh pineapple, coco- 
nut dishes and seafood with hulas by torchlight for dessert. The festivals are staged 
in gorgeous settings of hibiscus blossoms and orchids—the kind of a place you 
dream about. 

Haiti is another one of those places you dream about—where your head is in 
the clouds. Unlike a number of Caribbean playgrounds, Haiti’s chief resorts and 
attractions lie in the mountains—which make up two thirds of the land—rather 
than along its seashores. This is a fact that strikes the visitor when a Pan Ameri- 
can clipper lands at the capital city of Port-au-Prince. The foothills of the repub- 
lic’s mountain ranges extend right down to the back door of the capital huddled 
on the Bay of Gonave. 

There are countless inspiring views like that from the balconies of Chatelet 
des Fleurs. In a 15-minute drive from the capital the traveler swings upward 1400 
feet into the cool mountain suburb of Petionville. Half and hour and you are at 
Kenscoff 4200 feet above sea level and one of Haiti's most popular weekend vaca- 
tion retreats. (continued on page 40) 
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RECORDS: Dietrich sings 
again. 


a digest of the best in radio, books, 
movies, television and stage. 


see, hear 
and read 
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YOUNG FAVORITES: 
Radio’s Johnny McPhee 
and Movies’ Robert Arthur. 
























% THEATRE: Eagerly awaited along Broadway is the 
Theatre Guild’s first Broadway offering of the season — 
George Bernard Shaw's The Millionairess with Katherine 
Hepburn . . . Best-bet for a future show-topper: Picnic, a 
new play by William Inge, author of the memorable Come 

Back, Little Sheba (now a movie). & 
x MOVIES: Three hits out of five make Full House 

(20th Century Fox), a collection of O. Henry short stories, 

worth the admission. The hits: The Ransom of Red Chief, 

The Gift of the Magi and The Cop and the Anthem. In the 

latter Charles Laughton is funny and fine as a hobo who, 

after a season in the sun, attempts to get located in some 

nice warm jail before the first snow flies . . . Recommend- 

ed for staunch music-lovers only: Gian-Carlo Menotti’s 
opera-on-film—The Medium. Current pet of younger 
moviegoers is tilt-nosed Robert Arthur who plays Bing 
Crosby's son in the lively, tuneful Just for You (Para- 

mount) . . . Watch for this galaxy of stars in MGM's 

big Julius Caesar: Marlon Brando (Marc Antony), James 

Mason (Brutus), Edmond O’Brien (Casca), Louis Calhern 
(Caesar), John Gielgud (Cassius), Deborah Kerr ( Portia ) 

and Greer Garson (Calpernia). 

% TELEVISION: Saturday night is the funniest night 

of the week when Imogene Coca and Sid Caesar star in 

Your Show of Shows (NBC-TV), nothing less entertaining 

than a full-length lavish musical . . . And when that girl 

from Studio One Betty Furness opens a Westinghouse re- 
frigerator and starts talking, even the commercial sounds 
charmin’. 

% RADIO: Phenomenal is the word for young Johnny 

McPhee when he comes up fast with the correct answer on 

Mutual’s Twenty Questions, radio version of that old time 

“animal, vegetable and mineral” game . . . Still the most 
pleasant, convincing voice of the news: Edward R. Murrow. 

% RECORDS: The Philadelphia “Pops” orchestra, with 
Alexander Hilsberg conducting, has made a bright new re- & 
cording of Bernstein’s Three Dances From “Fancy Free” 
(Columbia) . . . Marlene Dietrich sings in German some 

old American favorites like Mean to Me and Time On Mj 

Hands in an album called Marlene Dietrich Overseas. But 

expect more “heart” than harmony when Marlene begins 

her throaty warbling. 

% BOOKS: Catherine Carter by Pamela Hansford John- 

son (Knopf, $3.95) is a gracious story of London society 

and theatre in the late Nineteenth Century . . . There is a 

wealth of good reading in the inexpensive 50 Great Short 

Stories (Bantam Books, 35c). Included in the collection 

are stories by old writing hands like Somerset Maugham 

and John Steinbeck and younger ones like Shirley Jackson 

and J. D. Salinger, both consistent contributors to The New 

Yorker magazine. 





TV: “And now a few words MOVIES: Charles Laughton 
from Betty Furness.” and a Full House. 
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SUCCESS CAN BE YOURS 


(continued from page 32) 


ery Company, engaged in the Oerlikon Gun program for 
both the British and U. S. Governments. Here she learned 
that machinery, too, could be fascinating—and broadened 
her knowledge of machine tools, lathes, milling miachines, 
reamers, grinders, and the like. She was promoted to secre- 
tary to the President of this company, and in this capacity 
assisted in the liquidation which followed the war contract 
period. This gave her inside knowledge of company receiv- 
ers, the termination of contracts, claims against the Govern- 
ment, renegotiations—and experience of working on the 
establishment of the original capitalization of the company, 
involving research through records over 100 years old. She 
acted as Registrar of the stock records, made transfers of 
stock ownership, sent out all notices to stockholders, calcu- 
lated and disbursed dividends of about a million dollars to 
the stockholders—all of which has convinced her that “ex- 
perience is the best teacher.” 


Of her family and “leisure” hours, Mrs. Young says, “Al- 
though life is very hectic during the week, I try very hard 
to save weekends entirely for my children Freddie, age 10; 
Loretta, age 13. We do all sorts of things—picnics in the 
woods (a portable grill, a bag of charcoal, and camp stools 
are standard equipment—always in the trunk of the car) 
one-day trips to interesting places nearby, as well as occa- 
sional overnight trips. For the past two years, we have spent 
vacations in the mountains—the Blue Range of New 
Hampshire. We did some mountain climbing, swimming 
and boating, and lots of fishing. I even bait my own hook, 
because it’s easier to do than face the pitying look in the 
eyes of my 10-year old son, and have lost any squeamish- 
ness about worms. 





“At home, the children and I collaborate on meals. Some- 
times we produce weird concoctions—but that makes it an 
adventure. The children both play the piano, and we have 
many enjoyable evenings singing in parts (not good, but 
loud). My ‘hobbies’ are music and gardening.” 


When asked to what she would credit her success, Mrs. 
Young commented: 


“A great deal has been said and written recently about 
the role of the secretary—how she smooths her executive's 
day—how she saves his time by handling a multitude of 
detail—how she anticipates his needs. I would like to pay 
a little tribute to our bosses. They have paid us the com- 
pliment of recognizing our place in business. They have 
given us the opportunity to grow and expand mentally, 
treating us as co-workers rather than animated typewriters 
—they listen with respect to our suggestions (and they 
sometimes follow them), they are tolerant of an occasional 
blunder, and they take it for granted that we can handle 
our jobs without supervision or instruction, or with a very 
minimum of both.” 


Little wonder that, with such an outlook, Mary T. Young, 
CPS, can claim success. 


The Secretary 











Christmas Gift Ideas 


Watch for the extensive shopping section in the 
December issue of THE SECRETARY. A variety of 
suggestions for speedy mail order selection of 
Christmas gifts . . . you'll find the solution to your 
perennial Yuletide problem of what to buy for 


business associates, relatives or friends. 





























One-time Carbon Goums 


Speed 


for Accuracy 
Economy 


Manufactured in our own plant on our new up to 
the minute high speed 3 color 


ROTARY PRESS & COLLATOR 


by workmen with skill and experience in operating 
them to insure you fast delivery and 
top quality work. 


30 to 60 DAY DELIVERY 


OR LESS 


















Quotations and Samples 


on Request 


«Mark G. Griggs Co. 


215 South Central 
PARSONS, KANSAS 


















Phone 58 





FORMS 





39 





PLL LAL AL A A> AO A AO AO A A A A A A A A A A A OO A 


shopping Lo 


~~ <> > i a a ~~ ~~ al a ~~ lO lO A A A A A 


Please send cash, money order or check, payable to Greenland Studios, 
in care of THE SECRETARY, for any of the items described below. 


FILE-O-SPICE has ten hard-to-get herbs and 
spices convenienty arranged in a gay metal 
cabinet decorated in white with colorful peas- 
qant design. Easy reference Seasoning Guide 
quickly tells you how, when and where to use 
spices. Blank index cards for special recipes 
included. $1.98 










SUNBONNET PUSHCART is a cute, 
hand-painted server for cigarettes or tooth- 
picks. Sunbonnet Sue stands 4” and is 
tashioned in wood from the New Hamp- 
shire forests. She and her cart are decorated 
in bright colors to bring cheer to your 
table. $1.25 
THE MOISTURE BIRD does 
no singing, but he’s an early 
bird when it comes to taking 
care of your house plants. 
Tuck him into the soil of your 
flower pot, fill with water and 
he guards your plant over 
long week-ends or eliminates 
daily watering. The seepage 
through the unglazed tubular 
bottom does the job. He’s 
nicely decorated, made of 
ceramic. 


LITTLE NUISANCE 
BOXES. Personalized p 
plastic boxes that end 
such varied nuisances as 
pills, pins, stamps, tacks, 
jewelry and other small 
belongings. Each box is 
134” in diameter, 4” 
high with friction lid. To 
make them especially per- 
sonal, any first name or 
monogram can be en- 
graved on the cover of 
each box. Especially use- 
ful for purse, desk, or 
drawers. Set of 4 for 
$1.00. 




















a 

BRASS STAMP DISPENSER is made of heavy 
weight brass, highly polished and heavy enough 
ate to do double duty as a paper weight. Load it 
PURSE ORGANIZER puts system in mi- with a roll of 500 stamps and forget postage 
lady’s purse. Holds everything in place, worries, or you can fit it with strips of stamps 
from wallet to lipstick, and transfers from it you prefer. An attractive piece for any 
one purse to the other. Taffeta with Rom- desk; has an intricate filigree two-tone finial 
an stripe insert and brass corners. $1.50  .on the top. $3.00 
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FOR THE. 
fall tourist 


A must-see for the visitor to Haiti is 
the Citadel, the fabulous fortress which 
crowns a mountain-top near Cap Hai- 
tien on the north coast. The Citadel was 
designed to repulse Napoleon should he 
ever attempt to regain France's lost 
colony. The structure is larger than the 
Tower of London and has walls 10 feet 
thick and 100 feet high. It has huge gal- 
leries and Stygian-dark dungeons that 
are of striking contrast to the vista of 
mountains and valleys that the visitor 
may look out upon. 

Another island paradise, a short plane 
ride from the U. S. is the ever-charming 
Bermuda. Here are gentle hills and rich 
green valleys with cattle grazing on the 
grassy slopes. From the summits the 
white rooftops of the quaint houses poke 
through lush green foliage of palms, 
pines, spruce and other trees. The homes 
are constructed of coral-stone and lime- 
washed in soft shades of pink, yellow, 
blue and green. 

Visitors to Bermuda should include a 
camera in their luggage along with the 
tennis rackets, bathing suits and sun 
glasses for wherever you turn in Ber- 
muda there is a picture. Because it is so 
photogenic it is difficult to name a place 
in the Colony as the most colorful. For 
panoramic views and wide sweeps of 
landscape there is Gibbs Hill Lighthouse 
at the top of one of the highest hills in 
the western part of the main island. For 
historic interest there is the 340-year- 
old seaport town of St. George on the 
eastern end of the island. And there's 
the State House built in 1620, the caves 
of crystal calcite, the grotesque shapes 
of coral along the North shore and the 
miles of beaches, pink tinted by the 
fine grains of red coral in the sand. Of 
course a vacationing secretary can enjoy 
herself in the beauty of Bermuda with- 
out a camera—but having one along 
adds immeasurably to the fun. 

There’s fun galore too on neighboring 
Nassau with its luxurious hotels, straw 
marts, Bay Street shops and sunny 
beaches. Nassau, like Bermuda, has much 
to offer the vacationist and there isn’t 
a better place in the world to learn water 
skiing, if you are so inclined. 

Be it Paris or Honolulu, Haiti, Nas- 
sau or Bermuda, California or Florida— 
be it almost anywhere on the face of the 
globe there is a tourist attraction await- 
ing the career girl who takes her vaca- 
tion in the fall and winter months. 


The Secretary 











typewriter.. 


the Remington Electri-conomy 


No doubt about it, electricity makes the 
difference ... makes typing on the Electri- 
conomy so much easier, faster, better! 

Electric action adds a new Z-i-n-g to your 
typing speed ... assures easy-on-the-eyes 
uniformity of type impression ... distinctive 
correspondence your boss will be proud to sign. 
And you’ll find that you’re really 
“alive-at-five” because electricity does the work! 
Ask your boss to arrange for a free 


Electri-conomy test in your office today. 





SEND FOR FREE FOLDER 
Get your copy of free color 
brochure “Beauty and the Best” 


e (RE 8321) today. Address re- 
Memington. Mtand. - sogesatest ir ataatatai: 
ee 2) 


Avenue, New York 10. 
THE FIRST NAME IN TYPEWRITERS 
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g than any ribbon yo 


i#’s better and longer lastin 


INKED RIBBONS « CARBON PAPERS « UNIMASTERS ¢ DUPLICATING SUPPLIES 


“Ch your_lecal PANAMA-BEAVER MAN... 2lvayd a lie wire — 


ATLANTA, The Tidwell Company AURORA, Panama-Beaver, Inc. BALTIMORE, Coronet Carbon & Ribbon Co. BATON ROUGE, Kuhlmann Office Supply 
BEAUMONT, Vondersmith Co. BIRMINGHAM, Kime Carbon Company BOSTON, Manifold Supplies Co. of Mass. BUFFALLO, Century Carbon Co. CHAT- 
TANOOGA, Panama-Beaver, Inc. CHICAGO, Panama-Beaver, Inc. CINCINNATI, Panama-Beaver, Inc. CLEVELAND, Panama ¢ ge Co. COLUMBIA, S. C., 
A. Hines McWaters COLUMBUS, Panama Carbon Co. DALLAS, Panama Carbon Co. DAVENPORT, Panama Carbon Co. VER, Commercial Products 
Co. DES MOINES, Panama Carbon Co. DETROIT, Panama Carbon Co. EL PASO, Office ovooly Company EVANSVILLE, leo Beaver, Inc. FORT WAYNE, 
Panama-Beaver, Inc. FORT WORTH, Mayton & Roddy HARRISBURG, Coronet Carbon & Ribbon Co. HOUSTON, Benson Carbon & Ribbon Co. 
HUNTINGTON, Huntin He Typewriter Co. INDIANAPOLIS, Panama- Beaver, Inc. JACKSON, Standard Stationers JACKSONVILLE, €LA., The Rushton 
Company KANSAS ‘Cl Panama-Beaver, Inc. KNOXVILLE, Panama-Beaver, Inc. LOS ANGELES, Wilson’s Carbon Co., Ltd. LOUISVILLE, Panama- 
Beaver, Inc. MARQUETTE, Upper Peninsula Office Supply Co. MEMPHIS, Panama-Beaver, Inc. MIAMI, Panama Carbon Company ‘MILWAUKEE, 
Panama-Beaver, Inc. MINNEAPOLIS, Panama Carbon Co. MOBILE, Office Supplies, Inc. MONTREAL, CANADA, Stencils Ltd. NASHVILLE, Panama- 
Beaver, Inc. NEW ORLEANS, Panama-Beaver, Inc. NEW YORK, Mutual Ribbon & Carbon Co. NEWARK, Wm. H. Coleman Associates OKLAHOMA 
CITY, Branham’s, Inc. OMAHA, Panama Carbon Company PATERSON, Wm. H. Coleman Associates PEORIA, Panama-Beaver, Inc. PHILADELPHIA, 
Carbon & Ribbon Service PITTSBURGH, Panama Carbon Co. PORTLAND, Simmons Carbon Co. RICHMOND, Cole, Harding & James, Inc. ROANOKE, 
Caldwell Sites Co. ROCKFORD, Panama-Beaver, Inc. ST. LOUIS, Panama-Beaver, Inc. $T. PAUL, Panama Carbon Co. SAN ANTONIO, Paul Anderson 
Co. SAN FRANCISCO, Panama Carbon Co. SOUTH BEND, Panama-Beaver, Inc. SPOKANE, Imperial Carbon Co. TAMPA, Stallings-Jenkins Co. TERRE 
HAUTE, Panama-Beaver, Inc. TULSA, Panama Carbon Company WASHINGTON, Coronet Carbon & Ribbon Co. WAUKEGAN, Panama-Beaver, Inc. 
WICHITA, Panama-Beaver, Inc. WINNIPEG, CANADA, G. R. Bradley & Co., Ltd. TORONTO, CANADA, Stephens Sales, Ltd. 


y have ever used. 








